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COMPTROLLER  FORKVVORD  JAN  3  i995 


This  Volume  of  the  Department  of  Defense  Financial  Management  Regulation  is  issued  under  the 
authoiity  of  DoD  Instruction  7000.14,  "DoD  Financial  Management  Policy  and  Procedures."  It  governs 
financial  managemi  it  by  establishing  and  enforcing  requirements,  principles,  standards,  systems, 
procedures,  and  practices  necessary  to  comply  with  financial  management  statutory  and  regulatory 
requirements  applicable  to  the  Department  of  Defense.  It  directs  financial  management  requirements, 
systems,  and  hmetions  for  all  appropriated,  nonappropriated,  working  capital,  revolving,  and  trust  fund 
activities.  In  addition,  it  directs  statutory  and  regulatory  financial  reporting  requirements. 

Heads  of  DoD  Components  shall  ensure  that  the  provisions  of  this  Volume  are  adhered  to  in  day- 
to-day  operations.  Activities  must  sa^'sfy  their  bargaining  obligations  under  5  Lf.S.C.71,  adhering  to 
policies  and  procedures  contained  in  t  .'olume.  Unions  should  be  given  advance  notice  of  tlie  changes, 
and  the  changes  ordinarily  would  no.  e  implemented  until  bargaining  is  completed.  When  changes 
conflict  v.'ith  existing  negotiated  agreem.  ats,  they  generally  do  not  apply  to  covered  employees  until  the 
agreement  expires  and  the  bargaining  obligation  is  fulfilled. 

This  Volume  of  the  Regulation  applies  to  the  Office  of  the  Secretary  of  Defense;  the  Military 
Departments;  the  Chairmait  of  the  Joint  Chiefs  of  Staff;  the  Unified  Combatant  Commands;  tlie  Inspector 
General  of  the  DoD,  the  Defense  Agencies,  and  the  DoD  Field  Activities  Jaereafter  referreif  to  collectively 
as  "DoD  Components"). 

This  Volume  of  the  Regulation  is  effective  immediately  and  is  mandatory  for  use  by  all  DoU 
Components  The  Heads  of  the  UoD  Components  shall  not  issue  supplementary  directives  or  regulations 
without  the  prior  written  approval  of  the  Office  of  the  Under  Secretary  of  Defense  (Comptroller). 

Tne  reporting  requirements  contained  in  this  regulation  are  e.xempt  from  licensing  in  accordance 
with  paragraph  E.4.f.,  of  DoD  8910. 1-M,  "Procedures  for  Management  of  Information  Requirements." 

Forward  recommended  changes  to  tliis  Volume  of  the  Regulation  tlarough  channels  to  tiie  address 
below.  Submit  requests  for  deviations  from  or  exceptions  to  .specific  standards,  with  justification,  to: 

Office  of  the  Under  Secretary  of  Defense  (Comptroller) 

1100  Defense  Pentagon 
Washington,  DC  20.301-1100 

DoD  Components  will  he  provided  copies  of  this  Volume  of  the  Regulation  through  their  normal 
publications  channels.  Otlier  Federal  Agencies  and  the  public  nray  obtain  copies  of  this  volume  trom  the 
National  Teclmicnl  Information  Service,  5285  Port  Koval  Road,  Springfield,  VA  22161,  (703)  487-4650, 
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INTRODUCTION 
TO  THE 

DoD  FINANCIAL  MANAGEMENT  REGULATION 


GENERAL 


The  DoD  Financial  Management 
Regulation  provides  all  DoD  Components  with 
the  policy,  a’gulation,  and  procedures  within  the 
area  of  responsibility  of  the  Under  Secretary  of 
Defense  (Comptroller).  The  Regulation  corusists 
of  the  following  15  Volumes: 


1.  General  Financial  Managenrent 
Information,  Systems,  and  Requimmonis 

2.  Budget  Formulation  and 

rresenlation 

3.  Budget  Execution  -  Availability 
and  Use  of  Budgetary  Resources 

4.  Acci'unting  Policy  ai\d 

Procedures 

5.  Disbursing,  Policy  and 

Procedures 


6.  Reporting  Policy  and  I’rocedurt's 


7.  . 

Procedures 

Military  Pay  Policy  and 

8. 

Procedures 

Civilian  Pay  Policy  and 

9. 

Travel  Policy  and  Procedures 

10. 

Procedures 

Coniraci  Payment  Policy  and 

11. 

and  Procedures 

Reimbursable  Opeiations,  Policy 

!2. 

Programs 

Special  Aceounis,  Funds  .and' 

1.3. 

and  Troeed  ares 

Monappropriijt'’d  Funds  Policy 

14. 

and  Training 

Financial  Management  Eduraiion 

15. 

Procedures 

Soeurily  Assistance  Policy  and 

AUI’HOUIZAnON 

This  Regulation  i.s  issued  by  the  Under  Secvetai-y  of  Defense  (Complroller)  under  authority  of  DoD 
Instruction  7000.14  (refenmcc  (a)). 


PARAGRAPH  NUMBERING  SYSTEM 

The  paragraph  numhering  .system  of  this  Regulation  is  consistent  for  all  15  Volume's.  The  (i  digit 
paragraph  number  and  its  .subparagraph  designator;  are  formulated  as  follows: 

01  01  01  A.  1.  a.  (IKal 

CllAPTF.Rl  SECTION  1  I’ARAGRAPH  1  SUBPARAGRAPHS 
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PUBLICATIONS  SUPERSEDIiD 

This  Volume  of  the  Regulation  (Volume  8)  incorporates  the  contents  of  the  following: 

DoD  7220.9-M,  DoD  Accounting  Manual  (Chapter  16),  Dec.  14,  1987; 

DoD  Directive  1412.2,  "Contribution.s  to  State  Retirement  Programs  for  National  Guard  Technicians," 
June  15,  1982;  and 

DoD  Directive  1418.4,  "Civilian  Pay  Allotments,"  March  16,  1979. 

This  Volume  supersedes  the  following  manuals  and  regulations  as  civilian  pay  accounts  are 
traasferred  to  the  Clefense  Finance  and  Accounting  Service's  consolidated  civilian  payroll  offices; 

Army  Regulation  37-105,  Finance  and  Accounting  for  Installations:  Civilian  Pay  Procedures; 

NAVSO  P-IOOO,  Navy  Comptroller  Manual,  Volume  3,  Chapter  3:  Appropriation,  Cost,  and  Property 
Accountinj'i  (Field); 

Air  Force  Regulation  177-104,  including  Changes  1  through  .5,  Civilian  Pay  Transactions  at  Base  1  ,evel;  and 
DLAM  7000.1,  DLA  Accountint;  and  Finance  Manual.  Chapter  10,  Section  .  R. 
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5724  Travel  and  transportation  expenses  employees  transferred;  advancement  of  funds; 
rcimbui'senient  on  commuted  basis 

5753  Recruitment  and  relocation  bonuses 

5754  Retention  allowances 

5755  Supervisory  differentials 

5913  Official  residence  expenses 

5927  Advances  of  pay 

5941  Allowances  based  on  living  costs  and  conditions  of  environment;  employees  stationed 
outside  Continental  United  States  or  in  Alaska 

5942  Allowance  based  on  duty  at  remote  worksites 

5948  Physicians  comparability  allowances 

61  Hours  of  work 

6101  Basic  40-hour  workweek;  work  schedules;  regulations 
6104  Holidays;  daily,  hourly,  and  piece-work  basis  employees 

6121  Definitions 

6122  Flexible  schedules;  Agencies  authorized  to  use 

6123  Flexible  schedules;  computation  of  premium  pay 

6124  Flexible  schedules;  holidays 

6125  Flexible  schedules;  time-recording  devices 

6126  Flexible  schedules;  credit  hours;  accumulation  and  compensation 

6127  Compressed  schedules;  agencies  authorized  to  use 

6128  Compressed  schedules;  computation  ijf  premium  pay 

63  Leave 

6301  Definitions 

6302  General  provisions 

6304  Annual  leave;  accumulation 

6305  Home  leave;  leave  for  Chiefs  of  Missions;  leave  for  crows  of  vessels 

6307  Sick  leave;  accrual  and  accumulation 

6322  Lc’ave  for  jury  or  witness  service;  official  duly  status  for  certain  v  iUu  ss  service 

6323  Military  leave;  Reserves  and  National  Guardsmen 

6326  Absence  in  connections  with  funerals  of  immediate  relatives  in  the  Armed  Forces 

6361  Definitions 

6362  General  authority 

6363  Establishment  of  leave  banks 

6364  Establisliment  of  Leave  Bank  bo.irds 

6365  Contributions  of  annual  leave 

6366  Eligibility  for  leave  recipienls 

6367  Receipt  and  use  of  leave  from  a  leave  bank 

Ci3fi8  Termination  of  medical  emctgency 

6369  Restoration  of  transferred  leave 

6370  Pmhibition  of  ewreion 

6371  Accrual  of  leave 

6372  Additional  leave  bank  programs 

6373  Limitation  on  employee  participation 

75  Adverse  actions 

7701  Appellate  procedures 

HI  Compensation  for  work  injuries 

H3  Retirement 

H331  Definitions 

0332  Creditable  service 

H333  Eligibility  for  annuity 

H334  Deductions,  contributions,  and  deposits 
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8335  Mandatory  separation 

8336  Immediate  retirement 

8337  Disability  retirement 

8-/38  Deferred  retirement 

8339  Computation  of  annuity 

83‘iO  Cost-of-living  adjustment  of  annuities 

8341  Survivor  benefits 

8342  Lump  sum  benefits;  designation  of  beneficiary;  order  of  precedence 

8343  Additional  a.nnuities;  voluntary  contributions 

8344  Annuities  and  pay  on  reemployment 

8345  Payment  of  benefits;  commencement,  termination,  and  waiver  of  annuity 

8347  Administration;  regulations 

84  Federal  employees'  retirement  system 

8411  Credible  service 

8422  Deductions  from  pay;  contributions  for  military  .service 

8431  Definition 

8432  Contributions 

8433  Benefits  and  election  of  benefits 

8434  Annuities:  methods  of  payment;  election;  purcha.se 

8435  Pmtection  for  spouses  and  former  spouses 

8436  Administrative  provisions 

8437  Thrift  Savings  Fund 

8438  Investment  of  Thrift  Savings  Fund 

8439  Accounting  and  information 

8440  Tax  treatment  of  the  Thrift  Savings  Fund 

8440a  Justices  and  judges 

8440b  Bankruptcy  judges  and  magistrates 

8440c  Claims  Court  judges 

8440d  Judges  of  the  United  States  Court  of  Veteraas  Appeals 

85  Unemployment  compeasation 

8501  Definitions 

9  87  Life  insurance 

8704  Group  insurance;  amounts 

8706  Termination  of  iasurance;  as.signment  of  ownership 

8707  Employee  deductioas;  withholding 

8714a  Optional  insurance 

8714b  Additiorial  optional  life  insurance 

8714c  Optional  life  insurance  on  family  members 

89  Health  insurance 

8905a  Continued  coverage 

8906  Contributioas 

8906a  Temporary  employees 

8908  Coverage  of  restoad  employees  and  survivor  or  disability  annuitants 

(c)  Title  31,  Code  of  Federal  Regulations,  Sections  as  follows: 

210  Federal  payments  through  financi-al  institutions  by  the  Automated  Clearing  House  method 
215.11  Agency  withholding  procedures 

(d)  Title  31.  United  States  Code,  Sections  as  follows: 

3527  General  authority  to  relieve  accountable  officials  and  agents  from  liability 

3528  Responsibilities  and  reli<  i  from  liability  of  certifying  officials 

3529  Requests  for  decisions  of  the  Comptroller  General 

3541  Di.stress  warrants 

3716  Administrative  offset 
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3717  Interest  and  penalty  on  claims 

3729  False  claims 

3730  Civil  actions  for  false  clainas 

3731  False  claims  preicedure 

3732  False  claims  jurisdiction 

3733  Civil  investigative  demands 

(e)  Public  Laws 

83-598  Federal  Employees  Group  Life  Insurance  Act  of  1954,  August  17,  1954 

86-382  Federal  Employees  Health  Benefits  Act  of  1959,  September  28,  1959 

86-604  Former  Congressman  -  Reemployment,  July  7,  1%0 
90-486  National  Guard  Technicians  Act  ot  1968,  August  13,  1968 
93-416  Compensation  for  Work  Injuries,  September  7,  1974 
93-579  The  Privacy  Act  of  1974,  I'tecembcr  31,  1974 

95-437  Federal  Employees  Part-time  Career  Employment  Act  of  1978,  October  10,  1978 

95- 598  Revised  Bankruptcy  Act,  October  1,  1979 

96- 431  Military  Leave  Fiscal  Year  Basis,  Sepiember  8,  1980 

96- 465  The  Foreign  Service  Act  of  1980,  October  17,  1980 

97- 276  Continuing  Approprialitm  for  Fiscal  Year  1983,  October  2,  1982 

97- 365  Debt  Collection  Act  of  1982,  Octolier  25,  1982 

98- 615  Civil  Service  Retirement  Spouse  Equity  Act  of  1984,  November  8,  1984 

99- 196  Federal  Employees  Flexible  and  Compressed  Work  Schedules  Act  of  1982,  Permanent 

Authority,  December  23,  1985 

99- 335  Federal  Employees'  Retirement  System  (FERS)  Act  of  1986,  June  6,  1986 

100- 566  Federal  Employees  Leave  Sharing  Act  of  1988,  October  31,  1988 

100- 654  Federal  Employees'  Health  Benefits  Amendments  Act  of  1988,  November  14,  1988 

101- 508  Portability  of  Benefits  for  Nona ppropria ted  Fund  Employees  Act  of  1991),  November  5, 1990 

101- 509  Federal  Employees  Pay  Comparability  Act  (FEPCA)  of  1990,  November  5,  1990 

102- 378  Technical  and  Miscellaneous  Civil  St^rvice  Amendments  Act  of  1992,  OcIoIxt  2,  1992 

102- 484  National  Defense  Authorization  Act  for  Fiscal  Year  1993,  October  23,  1992 

103- 3  Family  and  Medical  Leave  Act  of  1993,  February  5,  1993 

103-89  Perfonnance  Management  Recognition  System  Termination  Act  of  1993,  September  3(),  1993 
103-94  Hatch  Act  Reform  Amendments  e.f  1993,  October  6,  1993 
103-103  Federal  Employees  Leave  Sharing  Act  of  1993,  Octobers,  1993 

(f)  Comptroller  of  the  Department  of  Defense  Memorandum,  Policy  for  Direct  [deposit  of  Pay, 

April  22,  1992 

(g)  General  Records  Schedule  2,  Payrolling  and  Pay  Administration  Records,  National  Archives  and 
Records  Administration  (NARA) 

(h)  Federal  Employees  Health  Benefits  Handbook  for  Personnel  and  Payroll  Offices 

(i)  IXpartinent  of  tlse  Treasury,  Internal  Revenue  Service,  Circular  E 

(j)  Office  of  Personnel  Management  Payroll  Office  Letter  88-13,  The  Maintenance  and  Disposition  of 
Individual  Retirement  Records,  November  8,  1988 

(k)  Federal  Personnel  Manual  Supplement  990-2,  Hours  of  duty,  pay,  and  leave,  annotated 

(l)  Title  5,  Code  of  Federal  Regulations,  Parts  as  follow; 

179  Claims  collection  standards 

213  Excepted  service 

3'40  Other  than  full-time  career  employment  (Part-time,  seasonal,  on-Call,  and  intermittent) 

352.301  Purpose 

352.302  Definitions 

352.303  Effective  date  of  equalization  allowance 

332.304  International  organizations  covered 

352.305  Eligibility  for  detail 

352.306  Length  of  details 
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352.307  Eligibility  for  transfer 

352.308  Effeciing  employment  by  fratu'for 

352.309  Retirement,  health  benefits,  and  group  life  insurance 

352.310  Equalization  allowance 

352.311  Reemployment 

352.312  When  to  apply 

352.313  Failure  to  reemploy  and  right  of  appeal 

352.314  Consideration  for  promotion 

353  Restoration  to  Duty  From  Military  Service  or  Compensable  Injury 
410  Training 

410.509  Failure  to  fulfill  agreements  to  continue  in  service 
451  Incentive  Awards 

451.301  Authority  and  coverage 

451.302  Purpose 

451.303  Definition 

451.304  Policy 

451.305  C^ranting  time  off  awards 

451.306  Scheduling  and  use  of  time  off  awards 

451.307  Documenting  time  off  awards 
530  Pay  Kates  and  Systenxs  (General) 

530  Sub  B  Aggregate  Limitation  on  Pay 

5.30.203  Administration  of  aggregate  limitation  on  pay 
.531  Pay  Under  the  General  Schedule 

531.101  Definitioas.  Interim  Geographic  Adjustments 

531.203  Determining  Rate  iif  Basic  Pay;  General  provisions 

531  Sub  D  Within-Grade  increases 

531.409(d)  Waiver  of  requirement  for  delemiination 

532  Prevailing  Rate  Systems 

532  Sub  B  Prevailing  rate  determination 

532.511  Environme.ital  differentials 
534  Pay  Under  Olher  SysUmis 
540.108  Special  provision.s  for  pay  administration 
550  Pay  Administrulion  (General) 

550  Sub  A  Premium  Pay 

.550.105  Biweekly  maximum  earnings  limitation 

.5.50.114  Compensatory  time  off  for  irregular  or  occasional  overtime  work 

.550.121  Authorization  of  night  pay  differential 

550.122  Computation  of  iiiglil  pay  differential 

550.141  Authorization  of  premium  pay  on  an  annual  basis 

.550.142  General  restrictions 

550.143  Bases  for  determining  positions  for  which  premium  pay  under  .550.141  is  aulhorized 

550.144  Rates  of  premium  pay  payalile  under  550.141 
550.151  Authorization  of  premium  pay  on  an  annual  basis 

350. 30i  Allotments  and  Assignments  I  rom  Federal  Empioyee.s;  IJetinilions 

550.311  Authority  of  agency 

550.312  General  limitations 

5.50.321  Labor  Organization,  Authority 
.5.50.322  Savings  provision 

550.331  As.sociation  of  Management  Officials  and/or  Supervisors;  Scope 
550.341  Combined  Federal  Campaign;  .Scope 
.5.50.342  Limitation  of  Allotment 
550.351  Income  Tax  Withholding;  Scope 
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550.361  Allotments  for  Savings;  Scope 
550.371  Alimony  and/or  Child  Support;  Scope 
550.381  Foreign  Affairs  Agency  Organizations;  Scope 

550.401  Payments  During  Evacuation;  Purpose 

550.402  Applicability 

550.403  Employee  coverage 

550.404  Definitioius 

550.405  Limitations 

550.406  Approval  of  agency  regulations 

550.407  Payment  to  employees  of  other  agencies 

550  Sub  F  Reduction- in -Retired -Pay  Provisions  of  the  Dual  Pay  Statute 

550.601  Scope 
.550.602  Definitioirs 

550.603  Exceptions  to  reduction  in  retired  or  retainer  pay 

550  Sub  G  Severance  Pay 

550.707  Computation  of  severance  pay 

550  Sub  H  ’3ack  Pay 

550.805  back  pay  computalioas 

550.806  Interest  computations 

550.807  Payment  of  reasonable  attorney  fees 

550  Sub  1  Pay  for  Irregular  or  Intermillcnt  Duty  Invtilving  Physical  Hardship  or  Hazard 
550.901  Purpose 

550.9()2  DefinitioiLs 

550.903  Establishment  of  ha/ar.j  pay  difi'emntials 

550.904  Authorization  of  hazard  pay  diffi  rentials 
55t).905  Payment  of  hazard  pay  differentials 
5,50.906  Tetinination  of  hazard  pay  differential 

550.‘X)7  Relalioiwlrip  to  additional  pay  payable  under  other  statutes 
.550.1001  Coverage 

550.1002  Compensatory  time  off  foi  I'eligiou.s  observance,; 

.550  Sub  K  Collection  by  Offset  from  Indebted  Government  Employees 
5.50.1103  FX’finitioas 
550.1104  Agency  regulations 

550.1108  Requesting  iccoveiy  when  the  current  paying  agency  is  not  the  creditor  agency 

551  Pay  Administration  Under  the  Fair  Labor  Standards  Act 
551.101  General 

551.511  Overtime  Pay  Compulatioirs-Houily  regular  rale  of  pay 

551.512  Overtime  I’ay  Compulaliims-Overtime  pay  entitlenumt 
572  Travel  and  Transportation  Expeiise.s;  New  Ap[ioinlees 

575  Recruitment  and  Kelocation  bonu.se,s;  Retention  Allowanci;s;  Supervisory  Differentials 
575.106  Service  agreement 
575.206  Service  agreement 

581  Processing  Garnishment  Oiders  for  Child  Support  and/or  Alimony 
581.10.3  Moneys  VVhicTi  are  Subject  to  Cjanuslnnciit 
581,105  Eixclu.sit)n.s 

581.402  Maximum  garnishmenl  limilatioas 

591  Allowances  and  Dif ferentials 

595  Physicians'  Compatabilily  Alk'waiices 

610  1  lours  of  Duty 

630  Absence  and  Leavr- 

630  202  Full  biweekly  pay  period;  k’;;/;-  .  .;,n'ng;: 

630  204  Fractional  pay  periods 
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630.209  Refund  for  unearned  leave 

630.210  Uncommon  tours  of  duty 

630.301  Annual  leave  accumulation-Senior  Executive  Service 

630.302  Maximum  annual  leave  accumulation-forty-five  day  limitation 

630.303  Rart-iime  employees;  earnings 

630.305  Designating  agency  official  to  approve  exigencies 

630.306  Time  Umit  for  u.se  of  restored  annual  leave 

630.309  Time  limit  for  use  of  restored  aimual  leave-extended  exigency  of  the  public  business 
630.407  Sick  leave  used  in  computation  of  annuity 

630.501  Annual  leave  rccrcdit 

630.502  Sick  leave  recrcdii 
63()  Sub  F  Home  Leave 
630.601  Definitions 
6.30.602  Coverage 

630.603  Computation  of  service  abroad 

630.604  Earning  rates 

630.605  Computation  of  hon>e  leave 

630.606  Grant  of  home  leave 

630.607  Transfer  and  recredit  of  home  leave 
630  Sub  G  Shore  Leave 

630.701  Coverage 

630.702  Definitions 

630.703  Computation  of  shore  leave 

630.704  Granting  shore  leave 
630  Sub  H  Funeral  Leave 

630.801  Applicability 

630.802  Coverage 
6.30.803  Definitions 

630.804  Granting  of  funeral  leave 

630.901  Purpose  and  applicability 

630.902  Lk'finitiuns 

630.906  Transfer  of  annual  leave 

630.911  Ke.storation  of  transferred  annual  leave 

630.1001  Purpo.se  and  applicability 

630.1004  Application  to  beeonie  a  leave  contributor  and  leave  bank  member 
752  Adverse  Actions 
831  Retirement 

831.201  Exclusions  from  relirenwnl  coverage 

831.204  Elections  of  retirement  coverage  under  the  Portability  of  Benefits  for  Nonuppropriated  Finni 
Hmpkiyees  Act  of  1990 
831  Sub  M  Collection  of  Debts 

831.1801  Purpose 

831.1802  Scope 

831. 1803  rx-finhions 

831.1804  Conditions  for  requesting  an  offset 

831.1805  Creditor  agency  processing  for  non-fraud  claims 

831.1806  OPM  processing  h)r  non-fraud  claims 

831.1807  installment  withlioldini's 

831.1808  Soecie!  proe('.-sing  for  frai.d  rl.iim.s 
842.102  Coverage;  L'.efinitioiis 

842.104  Exceptions  and  option.-. 
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842.106  Elections  of  retiremenl  coverage  under  the  Porotnity  of  Benefits  forNonappropriateu  '^und 
Empliiyecs  Act  of  1990 

845  Federal  Employees  Retirement  System  -  Debt  Collection 

845  Sub  D  Agency  Requests  to  0PM  for  Recovery  of  a  Debt  Im.Li  ihc  Civil  Sei  ice  Retirement 
Fund 

G45.401  Purpose 
8''5.402  Scope 

845.403  Definitions 

845.404  Conditions  for  requesting  an  offset 

845.405  Creditor  agency  processing  fur  non-fraud  claims 

845.406  OPM  processing  for  non-fraud  claims 

845.407  Installment  withholdings 

845.408  Special  processing  for  fraud  claims 

870.204  Waiver  and  cancellations  of  waiver  of  insurance  coverage 
870.302  Annual  rates  of  pay 

870.501  Termination  and  conversion  of  insurance  coverage 

871.501  Termination  and  convereiou  of  insurance 

872.501  Termination  and  conversion  of  insurance 

873.205  Cancellation  of  declination 

873.591  Termination  and  conversion  of  insurance 
890.304  Termination  of  enrollment 

(m)  Section  709  of  tide  32,  United  States  Code,  National  Cua/d,  Caretakeis  and  clerks 

(n)  Title  29,  United  States  Code,  Sections  as  follows: 

201  Fair  Labor  Standards  Act  of  1938,  June  25,  1938 

202  Congressional  fitiding  and  declaration  of  policy 

203  Definitions 

204  Administration 

205  Special  indui  icy  committee's  for  Puerto  Rico  and  Virgin  Islands 

206  Minimum  wage 

207  Maximum  hours 

208  Wage  orders  in  Puerto  Rico  and  Viigin  Islands 

209  Attondunce  of  witnesses 

210  Court  review  of  wage  orders  in  Puerto  Rico  and  Virgin  Islands 

211  Collection  of  data 

212  Child  labor  provisioas 

213  Exemptions 

214  Employment  under  special  certificates 

215  Pioiiibited  act.s;  (irlma  facie  evidence 

216  Penalties 

217  Injuiiciion  proceedings 

218  Relation  So  other  laws 

219  Separability  of  provisions 

(o)  EVputy  Secretary  of  Defense  Memorandum,  Appnrval  of  Overtime,  Decemi  'T  18,  1979 

(p)  Comptroller  General  Deci;rions  as  follow; 

26  Comp  Gen  7M)  (1947) 

30  Comp  Gen  521  (19.51) 

34  Comp  CK;n  382  (19.55) 

33  Comp  Gen  2r)8  (1935) 

37  Comp  Gen  362  (19.37) 

40  Comp  Gen  479  (1961) 

41  Comp  Qm  273  (1961) 

49  Comp  Cam  233  (1969) 
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(q) 


(r) 

(s) 


(1) 


49  Comp  Gen  287  (1969) 

50  Comp  Gen  847  (1971) 

52  Comp  Gen  860  (1973) 

53  Comp  Gen  814  (1974) 

54  Comp  Gen  1071  (1975) 

56  Comp  Gen  393  (1977) 

58  Comp  Gen  90  (1978) 

58  Comp  Gen  167  (1978) 

59  Comp  Gen  261  (1980) 

59  Comp  Gen  494  (1980) 

62  Comp  Gen  216  (1983) 

64  Comp  Gen  142  (1984) 

64  Comp  Gen  907  (1985) 

65  Comp  Gen  865  (1986) 

70  Comp  Gen  263  (1991) 

Comp  Gen  B-131259,  January  23,1976 
Comp  Gen  B-179161,  August  29,  1973 
Comp  Gen  B-185466,  August  19,  1976 
Comp  Gen  B-194777,  October  30,  1979 
Comp  Gen  B-219496,  January  22,  1986 
Comp  Gen  B-226465,  March  23,  1988 
Comp  Gen  B-235638,  December  4,  1990 
Comp  Gen  B-253969,  November  1,  1993 
Comp  Gen  Unpublished  B-125762,  November  19, 1957 
Comp  Gen  Unpublished  B-147031,  September  11,  1961  &  February  5,  1962 
Federal  rctisonnel  Manual  Letters  as  follows: 

550- 78  Interest  on  Back  Pay,  May  31,  1988 

551- 1  Interim  Instructions  for  Implementing  the  Fair  Labor  Standards  Act,  May  15,  1974 

551-5  Instructions  for  Applying  the  Fair  Labor  Standards  Act  (FLSA)  to  Federal  Employees 

Engaged  in  Fim  Protection  Activities  or  Law  Enforcement  Activities,  January  15,  1975 
551-6  Additional  instructions  for  impienienting  the  Fair  lalior  Standards  Act  (I’l.SA),  June  12, 

1975 

551-14  Instructions  for  applying  the  Fair  Labor  Standards  Act  (FLvSA)  to  Federal  employees  in 
receipt  of  annual  premium  pay  (other  than  those  employees  engaged  in  tire  protection 
activities  or  law  enfon:ement  activities.  May  15,  1978 
551-20  Fair  LaUir  Standards  Act  Overtime  Standards  for  Employees  Engaged  in  Fire  Protection 
Activities  or  Law  tinfnrcement  Activities,  Sepleml)er  20,  1983 
551  22  Paid  Absences  as  "Hours  of  Work"  Under  the  Fair  l.abor  Standards  Act,  December  23,  1987 

551-24  Changes  in  FLSA  pay  administration  resulting  from  the  Federal  Employees  Pay 

Comparability  Act  of  1990,  January  14,  1992 
Federal  Personnel  Manual  Supfilement  532-1,  Federal  wage  system 
Executive  Orders 


10,000  Part  II 

10,903 

11,997 


Department  of  State  Standardized  Regulations  (DSSK),  Government  Civilians,  i  <)i-ei;’n  Areas, 
1%1,  as  amended 

Quarters  allowance 

Temporary  quarters  subsistence  allowance 
Cost-of-living  allowances 
Post  allowance 
Foreign  transfer  allowance 


Chapter  KM) 

Chapter  100,  section  120 
Chapter  2(M) 

Chapter  200,  section  220 
Cliapler  200,  section  240 
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Chapter  200,  section  250  Home  service  transfer  allowance 

Chapter  200,  section  260  Separate  maintenance  allowance 

Chapter  200,  section  270  Hducation  allowance 

Chapter  200,  section  280  Kducation  travel 

Chapter  300  Representation  allowances 

Chapter  400  Official  residence  allowance 

Chapter  500  Post  differential 

Chapter  600  Payments  during  an  ordered /authorized  departure 

Chapter  650  Danger  pay  allowance 

Chapter  900,  section  925  Maximum  rates  of  per  diem  aliowances  for  travel  in  foreign  areas 

(u)  DoD  Manual  1400.25-M,  Chapter  592,  "Overseas  Allowances  and  Differentials,"  June  10,  1988 

(v)  DoD  Directive  7045.13,  "DoD  Credit  Management  and  Debt  Collection  Program,"  October  31,  1986 

(w)  Title  20,  Code  of  Federal  Regulations,  Parts  as  follows: 

10  Claims  for  Compensation  Under  the  Federal  Employees'  Compensation  Act,  as  Amenderl 

10.206  Agency  accounting  and  reporting  of  continuation  of  pay 

609  Unemployment  comperisation  for  Federal  civilian  employees 

609.9  Ptxrvisions  of  State  law  applicable  to  UCFE  claims 

609.21(b)  Findings  of  Federal  agency;  Failure  to  meet  time  limit 

(x)  Federal  Employees  Croup  Life  Insurance  Handbcxrk  for  Personnel  and  Payroll  Offices 

(y)  Civil  Service  Retirement  System  Act  of  May  29,  1930,  as  amended  by  P.L.  86-604,  Former 
Congressman  -  Reemployment,  July  7,  1960 

(/,)  Title  T6,  United  States  Code,  Internal  Revenue  Code,  Sections  as  follows: 

112  Certain  combat  pay  of  members  of  the  Armed  Forces 
3102  Deduction  of  Tax  from  wages 

3111  Rate  of  tax 

3112  Instrumentalities  of  the  United  States 

3121  Employment  Taxes  -  General  Provisions  -  Definitions 

3122  Federal  ;service 

3306  Definitions  (Federal  Unemployment  Tax  Act) 

34t)2  Income  tax  collected  at  source 

6331  Levy  and  distraint 

6334  Property  exempt  from  Levy 

(aa)  Section  659  of  title  42,  United  States  Code,  Enforcement  of  individual's  legal  obligations  to  provide 
child  support  or  make  alimony  payments 

(ab)  Title  11,  United  Stales  Code,  Section:*  as  follows: 

1322  Contents  of  plan 

1325  Confirmation  of  plan 

(ac)  CSRS  and  FERS  Handbook  for  I’ersonnel  and  Payroll  Offices 

(ad)  Guide  to  Personnel  Data  Standards 

(ae)  Title  32,  Code  of  Federal  Regulations,  Parts  as  follows: 

79  Contributions  Iti  State  retirement  programs  for  National  Guard  technicians 

79.5  Procedures 

79.6  Responsibilities 

79.7  Standards  for  contributions  agreements  with  State  retin'ment  programs  for  National  Guard 
technicians 

(af)  59  Federal  Register  14,541,  14,544,  and  14,544,  March  29,  1994 

(ag)  Treasury  Financial  Manual,  Volume  1 

(ah)  DoD  Directive  1426.1,  "Labor-Managi'ment  Relations  in  the  E)oD,"  NovemUfr  10,  1988 

(ai)  DoD  Directive  5035.1,  "Fund-Raising  Within  the  Department  of  Defense,"  August  28,  1990 

(aj)  DoD  Instruction  5035,5,  "EX>D  Combined  Federal  Campaign  -  Overseas  An.'a,"  August  17,  1990 

(ak)  Thrift  Savings  Plan  Bulletins  as  follows: 

87-16  Guidelines  for  computing  basic  pay  for  the  Thrift  Savings  Plan,  February  26,  1987 
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87-22  Technical  corrections  relating  to  eligibility  for  the  Thrift  Savings  Plan  open  seasons  for  1987, 
April  13,  1987 

87-31  Questions  ami  answers  concerning  basic  pay  for  the  Thrift  Savings  Plan,  August  7,  1987 

87- 64  Final  Thrift  Savings  Plan  error  correction  regulations,  December  28,  1987 

88- 26  Alternative  procedures  for  processing  Thrift  Savings  Plan  loan  payments,  June  9,  1988 

90-22  New  procedures  for  pn^cessing  negative  adjustment  records,  ,\ugust  07,  1990 

(dl)  Department  of  the  Treasury,  Internal  Revenue  Service,  Publication  1494 

(am)  Federal  Personnel  Manual,  Chapters  as  follows; 

304  Employment  of  individual  experts  and  consultants 

340  Other  than  full-time  career  employment  (part-time,  seasonal,  on-call  and  intermittent) 

353  Restoration  to  duty  from  military  service  or  compcasable  injury 

451  Incentive  awards 

550  Pay  administration  (gonewil) 

630  Absence  and  leave 

850  Unemployment  benefits 

(an)  Title  39,  District  of  Columbia  Code 

(ao)  Federal  Personnel  Manual  Supplement  351-1,  Reduction  In  Force 

(ap)  Title  38,  United  States  Code,  Sections  as  follows: 

2021  Rigiil  to  reemployment  of  inducted  persons;  benefits  protected 

2024  Rights  of  persons  who  enlist  or  are  called  to  active  duly;  Reserves 
(aij)  Guide  to  Processing  Personnel  Actions 

(ar)  Title  4,  General  Accounting  Office  Policy  and  Procedures  Manual  for  Guidance  of  Federal  Agencies, 
Claims 

(as)  Section  3968  of  title  22,  United  States  Code,  Dical  compensation  plaas 

(at)  DoD  Instruction  1400.10,  "Employment  of  Foreign  Nationals  in  Foreign  Areas,"  December  5,  1980 
(uu)  DoD  Manual  1416. 8-M,  "Foreign  National  Compensation,"  Janua.ty  1990 

(av)  Part  251  of  title  35,  Code  of  Federal  Regulations,  Regulations  of  the  Secretary  of  the  Army  (Panama 
Canal  Employment  Systemj-Personnel  policy 

(aw)  DoD  Directive  1400,6,  "DoD  Civilian  Employees  in  Overseas  Areas,"  February  15,  1980 

(ax)  Canadian  Government  Public  Sei"vicG  Superannuation  Act 

(ay)  Title  20,  United  Slates  Code,  Sections  as  follows: 

901  Pay  and  Personnel  Program  for  Overseas  Teachers,  Definitions 

902  Regulations  of  Secretary  of  Defense 

903  Administration 

904  Leave 

905  Quarters,  quarters  allowance,  and  storage 

906  Entitlements  in  addition  to  basic  compensation 

907  Applicability  of  other  laws 

(li/)  i  XiD  Ltirective  1400.13,  "Salaries  and  Personnel  Practices  Applicable  to  Teaclicrs  and  Other  Employees 
of  the  DoD  Overseas  Dependents'  Schools  Sy.stem,"  July  8,  1976 
(bd)  Title  10,  United  States  Code,  Sections  as  follows: 

941  Article  141  Status 

942  Article  142  Judges 

943  Article  143  Organization  and  employees 

944  ,\rticle  144  Procedure 

V46  Article  145  Annuities  for  judges  and  survivors 

94<)  Article  146  Code  committee 

2031  Junior  Rerserve  Officer's  Training  Corps 

(nb)  l  ine  4,  Code  of  Federal  Regulations,  Pans  as  follows; 

91  Standards  for  Waiver 

91. .5  Conditions  for  waiver 

92  Procedure 
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101  Scope  of  Standards 

101.2  Definitions 

102  Standards  for  the  Administrative  Collection  of  Claims 

102.3  Collection  by  administrative  offset 

102.4  Administrative  offset  against  amounts  payable  from  Civil  Service  Retirement  and  Disability 
Fund 

102.13  Interest,  penalties,  and  administrative  costs 

103  Standards  for  the  compromise  of  claims 

104  Standards  for  suspending  or  terminating  colicctiuri  action 

104.2  Suspension  of  collection  activity 

105  Referrals  to  Department  of  Justice  or  GAO 

(be)  Title  18,  United  States  Code,  Sections  as  follows: 

286  Conspiracy  to  defraud  the  Government  with  respect  to  claims 

287  False,  fictitious  or  fraudulent  claims 

KX)1  Statements  or  entries  generally 

1002  Possession  of  false  papers  to  defraud  United  States 

(bd)  Defease  Finance  and  Accounting  Service  Memorandum,  subject;  Change  6  to  the  DFAS  Regulation 
on  Delegating  Statutoiy  Authority,  January  29,  1992 

(be)  Defense  Finance  and  Accounting  Service  Regulation  No.  005,  Waiver  of  Claims  Due  the  United  Stales 
Arising  Out  of  Certain  Erameous  Payments  Made  to  Civilian  and  Military  Personnel,  Jaiauary  29, 
1992 

(bf)  DoD  Directive  1342.20,  "Department  of  Defease  Education  Activity,"  October  13,  1992 

(bg)  Title  6,  General  Accounting  Office  Policy  and  Pmcedurcs  Manual  for  Guidance  of  Federal  Agencies: 
Pay,  Leave,  and  Allowances 

(bh)  DoD  lasfruction  7720,22,  "Report  of  Work-Years  and  Personnel  Costs  for  DoD  Civilian  Emplovment,'' 
June  13,  1979 

(hi)  Federal  Information  Resources  Management  Regulation  Bulletin  B-2 

(bj)  DoD  lastruction  7710.3,  "Reporting  of  Personnel  and  Payroll  Outlays  by  Operating  Location,"January 
1 2,  1987 
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DEFINITIONS 


1.  Administrative  Offset,  The  withholding  of  money  payable  by  the  United  States  to,  or  held  by  the 
United  States  for  a  debtor  to  satisfy  a  debt  the  debtor  owes  the  United  States.  Administrative  offset 
includes  offset  from  salary  (pay). 

2.  Advance  of  Pay.  A  single  lump-sum  payment  authorized  with  each  permanent  change  of  station  to 
a  post  in  a  foreign  area. 

3.  Allotment.  A  recurring,  specified  deduction  from  pay  authorized  by  a  civilian  employee  to  be  paid 
to  an  allottee. 

4.  Allottee.  A  person  or  institution  to  whom  an  allotment  is  made  payable. 

5.  Allottor.  The  employee  from  who.se  civilian  pay  the  allotment  is  made. 

6.  Annuitant.  A  retired  Federai  employee  or  his/her  survivor  who  is  receiving  payments  from  the 
Office  of  Personnel  Management. 

7.  Beneficiary.  A  person  other  than  a  mcipient  who  is  entitled  to  mccive  all  or  part  of  a  lienefit  payment 
from  the  Federal  Government. 

8.  Continental  United  States  fCONUS).  Tl\e  48  contiguous  Stales  and  the  District  of  Columbia. 

9.  Continuation  of  Pay.  I’ayment  made  to  an  employee  during  an  ab.sence  from  the  job  due  to  a 
traumatic  on-the-job  injury. 

10.  Data  Element.  A  named  identifier  of  each  of  the  entities  ai.ci  their  attributes  that  are  represented  in 
a  database. 

11.  Data  Element  Value.  Value  input  into  a  database  that  represents  the  literal  representation  for  a  data 
element. 

12.  Debt.  Any  amount  of  money  or  any  property  owed  to  a  DoD  Component  or  another  Federal  A.gency 
by  any  person,  organization,  or  entity  except  another  U.S.  Federal  Agency.  Debts  include  insured  or 
guaranteed  loans  and  any  other  anicunls  due  from  fees,  leases,  rents,  royalties,  .services,  sales  of  real  or 
personal  property,  or  overpayments,  penaltic’S,  damages,  interest,  fines  and  forfeitures,  and  all  other  claims 
and  similar  sources.  Delays  in  processing  employee-elected  coverage  or  a  change  in  coverage  under 
Federal  benefits  programs  aro  not  normally  considen'd  debts  if  procc.ssing  delays  did  not  exceed  two 
monthly  or  four  biweekly  pay  periods.  Amounts  due  a  nonappnipriated  fund  instrumentality  are  not 
debts  owed  the  United  States  unless  specifically  included  by  this  Regulation. 

13.  Deductions.  Monies  withheld,  by  law  or  voluntarily,  from  an  employee's  pay  (salary).  The  three 
basic  types  of  deductions  are: 

a.  Those  required  by  law,  regulations,  or  civilian  legal  dedsion.s; 

b.  Those  for  benefits  specifically  authorized  by  law,  such  as  health  and  life  insurance;  and 

c.  Voluntary,  personal  allotments  to  a  design  ted  payee. 
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14.  Departmental  Reporter.  An  organizational  entity  located  at  a  DFAS  Center  rcspoasible  for  serving 

a.s  the  focal  poin'  for  a  Military  Service  when  dealing  with  the  Office  of  Personnel  Management  and  the 
Thrift  Invc.stmcnf  Board  concerning  retirement  or  Thrift  Savings  Plan  reporting. 

15.  Deposit  Fund  Accounts.  Expenditure  accounts  established  to  account  for  loceipLs  (1)  held  in  suspense 
temporarily  and  later  refunded  or  paid  into  some  other  fund  of  the  Govenorient,  or  other  entity,  or  (2) 
held  by  the  Government  as  banker  or  agent  for  others  and  paid  out  at  the  direction  of  the  owner.  Such 
fund:  are  not  available  for  paying  salaries,  grants,  or  other  expenses  of  the  Government.  Expenditun's 
arc  often  offset  by  receipts  within  this  type  of  fund. 

16.  EMrect  Deposit  System.  A  Federal  Government  service  for  employees  who  authorize  the  automatic 
deposit  of  net  pay,  travel,  and  .savings  allotments  to  their  personal  bank  account. 

17.  Disposable  Pay.  The  amount  that  remains  after  pay  (.salary)  is  redu'  ed  by  amounts  that  are: 

a.  Required  by  law  to  be  deducted; 

b.  Properly  withheld  for  Federal,  State,  and  local  income  taxes; 

c.  Deducted  as  health  insurance  pa-miums; 

d.  Deducted  as  nonnal  ahireinent  contributions;  and 

e.  CX'ducted  as  normal  life  insurance  pa'iniunis. 

18.  [>iP  Components.  The  Office  of  the  Secretary  of  Di'fense,  llie  Military  Depailmenls,  thi'  Chairman 
of  the  Joint  Chiefs  of  Staff,  the  Uitified  Conilialant  Commands,  Ilie  Inspector  General  of  llie  DoD,  the 
Uniformed  Services  University  of  the  Fleallh  Sciences,  the  Defense  Agencies,  and  the  l.'ol)  Field  Activilie.'J 
(hereafter  referred  to  collectively  as  "DoD  ComponenLs"). 

19.  Due  Process.  Formal  pnx  eedings  carried  out  in  accordanci*  with  establi.shed  rules  and  regulations 
for  t!\e  collection  o*'  debts  due  the  United  States. 

20.  Electronic  Funds  Transfer  (EIT).  A  system  tliat  provides  the  authority  to  debit  or  credit  accounts  in 
financial  institutions  liy  electronic  means  rallter  than  .source  documents  (e.g.,  paper  checks.).  Proce.ssing 
typically  occurs  throuj^h  the  Federal  Ke.serve  Sy.stem  and/or  the  Automated  Clearing  I  louse  (ACM) 
computer  network.  EFT  tra  ns  mis:;  ions  sliall  be  designed  toconlViirn  to  tlie  Ameiiean  National  Stamiaid.s 
Instiluie  (ANSI)  Aceredited  Sl<Hidard.s  Committer'  (.^SC)  XI?.  standard. 

21.  Emereenev  Medical  Technician.  A  specialist  in  the  technical  details  of  medical  Ireatinenl  re.sponding 
to  an  urgent  need  for  assist.'  ce  n'quirinj;  immediate  action. 

22.  Employee.  An  individual  ap|iointed  to  a  position  in  the  DoD  .ami  paid  troin  appropriated,  revolving, 
or  trust  funds. 

23.  Entitlement.  Legally  established  Ixmefits  available  to  any  person  or  unit  of  Government  meeting 
eligibility  requirements  established  by  lav  . 

24.  Federal  Aeency.  Any  executive  agency  as  defined  by  5  United  Slates  Code  (U.S.C.)  105  (reference 
(b)),  including  Itu’  U.S.  I’ostal  .Service  .and  the  Posla!  R.ile  Commission;  a  Military  IX-parlmenl  as  defined 
by  5  U.S.C.  102  (reference  (b));  an  agency  of  the  legislative  branch,  includinj»  the  U.S.  .Sen.ite  and  U.S. 
I  louse  of  Kepresenl.ilives;  and  an  agency  or  court  of  Ihi'  judicial  hrancli. 
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25.  Federal  Resen'c  System.  Any  Federal  Reserve  District  Head  Office,  Branch,  or  regional  check 
processing  center  that  processes  EFT  payments,  including  Automated  Clearing  House,  for  the  Federal 
Government, 

26.  Financial  lastitution.  Bank,  savings  association,  or  credit  union  eligible  under  31  Code  of  Federal 
Regulations  (C.F.R.)  210  (reference  (c))  to  serve  as  a  Government  depositary. 

27.  Garnishment.  A  written  notification  concerning  the  attachment  of  monies  to  satisfy  a  debt  which 
results  in  the  withholding  of  a  specified  amount  from  the  entployec's  pay  (salary)  to  satisfy  a  debt. 

28.  Internal  Contrt)ls.  The  manner  in  which  financial,  manpower,  and  property  resources  are  to  be 
controlled  and  safeguarded  by  the  regular  authoriMtion,  approval,  documentation,  recording,  reconciling, 
reporting,  and  related  accounting  processes. 

29.  Ixiave  and  Eanrines  Statement.  A  document  provided  to  each  employee  sliowing  gmss  pay, 
deductions,  and  net  pay  for  a  pay  period  and  cumulative  totals  for  the  year  to  date,  along  with  leave 
balances  at  the  end  of  the  pay  period. 

.30.  Leave  Record.  A  record  sltowing  the  amounts  of  leave  earned  and  used,  and  the  balance  av.iilable 

31.  Lump-Sum  D^ave  Fay,  Payment  for  accumulated  annua!  leave  upor  separation  or  diange  to  a 
nonconvertible  leave  systi'm. 

32.  Military  Furloueh.  Absence  due  to  extended  active  duty  for  general  seivice  with  the  Armed  Force, s, 

33.  Mililarv  Leave.  An  approved  iibsence  with  pay  authori/ed  under  .5  U.S.G.  6323  (refereitce  (b)). 

34.  National  Guard.  The  Army  or  Air  National  Guard  of  a  Stale. 

35.  National  Guard  3'echnidan.  A  Federal  emplnyv”  of  the  National  Guard,  exclusive  ot  National  Guard 
Bureau  employees. 

30.  Ni’t  Pay.  The  amount  of  wages,  pay,  or  salary  due  aft(!r  ail  payroll  deductions  an.'  made. 

37.  Pay  (.Salary).  Pay  and  salary  have  Vl\e  same  meuning.  They  include  basic,  premium,  and  any  other 
authorized  pay  and  allowances  other  than  Irave'  and  IruusporUlion  expenses. 

38.  Pay  Pi'riod.  A  segment  of  time  during  wliidi  employees  perfoim  work  and  iveeive  pay.  For  most 
Federal  civilian  lonployees,  a  pay  period  covers  14  consecutive  days,  normally  he;>iniiiug  on  Sunday. 

39.  Pay  Record.  The  part  of  each  civilian  employee's  master  pay  record  that  contains  all  transaclion 
information  on  paymenls  and  deduclioiw  wilti  an  audit  trail  to  the  auihuri/.ing  documcnis.  I'he  pay 
record  includes  information  such  as  pay  grade,  ri'cord  of  payments,  ail  earnings  separately  idenlilied  by 
type  (basic  pay,  bonu.ses,  danger  pay,  etc,);  ailowanees;  allotments;  any  other  deiJuc'iions;  year-io-dale 
gro.ss  e.i.rnings;  taxable  earnings,  and  taxes  wilhiield. 

40.  Rednient.  A  person  authorized  by  a  Federal  Agency  to  ri’ceive  benefit  payments  from  the  Federal 
Government. 

41.  State.  A  Slate  or  territory  of  the  United  States,  including  the  CdimmonwealiF  of  Puerto  Rico. 

42.  United  Stales.  Unless  otherwise  qualified,  means  the  51)  States  and  the  nisirict  of  Uolumbia. 
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■IS’  Voluntan-  IJeduction.  Deduction  from  an  employee's  pay  which  requires  written  aiithori/ation  from 
the  employee  to  affect  withholding. 

44.  Waiver.  The  cancellation,  forgiveness,  or  non-recovery  of  a  debt  owed  by  an  employee  to  an  agency 
as  permitted  or  required  by  law. 
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ABBREVIATIONS  AND  ACRONYMS 


ACH 

Automated  Clearing  House 

ANSI 

American  National  Standards  lastiluto 

ASC 

Accredited  Standards  Con^mittcc 

AUO 

Administratively  Uncontrollable  Overtime 

AWOL 

Absence  Without  Leave 

AWS 

Alternate  Work  Schedule 

CFG 

Combined  Federal  Campaign 

C.F.R. 

Code  of  Federal  Rcgulatioas 

CMSA 

Consolidated  Metropolitan  Statistical  Area 

COLA 

Cost  of  Living  Allowance 

Comp.  Gun. 

Comptroller  General  of  the  United  States 

CONUS 

Continental  United  States 

COP 

Continuation  of  Pay 

CPM 

Civilian  Personnel  Manual 

CSRS 

Civil  Service  Retirement  System 

DAO 

Dt^fease  Accounting  Office 

DBMS 

Defense  Business  Management  System 

LXPS 

Defense  Civilian  Pay  System 

DD/CFr 

Direct  IDeposit  and/or  Electamic  Funds  Traasfer 

DFAS 

Defease  Finance  and  Accounting  S«“rvice 

DMDC 

Defease  Manpower  Data  Center 

D<)D 

IDepartment  of  LX'fease 

DoDDS 

Dt'partment  of  Defease  C>ependents  Schools 

»)DEA 

Department  of  Defease  Education  Activity 

DPA 

Danger  Pay  Allowance 

DSSK 

EX‘partment  of  State  Standardized  Regulations 

El  DP 

Environmental  Differential  Pay 

EFI' 

Electronic  Funds  Traasfer 

me 

tiamed  Income  Cadit 

HIN 

Employer  Identification  Number 

EMT 

Emeigency  Medical  Technician 

H.O. 

Executive  Order 

FECA 

Feoeral  Employees  Compensation  Ad 

FEGLl 

Federal  Employees  Group  Life  lasurance 

FEUH 

Federal  Employees  Health  llenefiLs 

FEl  IBP 

Federal  Employees  Health  Benefits  Program 

FEPCA 

Federal  Employees  Pay  Comparability  Act 

FERS 

Federal  Employees'  Retirement  System 

FICA 

Federal  laSurance  Contrib'itions  Act 

FIRMR 

Federal  Information  Resources  Management  Regulation 

FITW 

Federal  Income  Tax  Withheld 

FLSA 

Fair  Lab<ir  Standards  Act 

F)’M 

Federal  Fersonnel  Manual 

FRB 

Federal  Reserve  Bank 

FWS 

Federal  Wage  System 

GAO 

General  Accounting  Office 

GS 

General  Schedule 

IIDP 

Hazardous  Duty  Pay 
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lA  Intra-Agency 

lAD  Interest  Accrual  Date 

10  Inteniatinnal  Ot^ganization 

IRCN  Interagency  Report  Control  Number 

IRS  Internal  Revenue  Service 

JROTC  junior  Reserve  Officer  Training  Corps 

LEO  Law  Enforcement  Officers 

LES  Leave  and  Earnings  Statement 

LQA  Living  Quarters  Allowance 

LSL  Lump  Sum  Leave 

LWOr  Leave  Wilhoul  I’ay 

NAF  Nonapproprialed  Fund 

NFC  National  Finance  Center 

NCAUS  National  Guard  Association  of  United  Slates 

NOL  Notice  of  I.evy 

Ni’RC  National  Personnel  Records  Center 

NSA  National  S(!curity  Ag<'ncy 

OCONUS  Outside  the  Continenlal  United  States 

Ol'EGLl  Office  of  Federal  Employees'  Group  Life  Insurance 

OMB  Office  of  Management  and  Budget 

OI’AC  On-line  I’aymonl  and  Collei:tion 

OPI'  Official  Personnel  Folder 

0PM  Office  of  Personnel  Management 

OWCl’  Office-  of  Workers  Compeasation  Program 

PCS  Pennanent  Change  of  Station 

P.L.  Public  Law 

PMKS  Performance  Management  Recognition  Systi-m 

RCS  Report  Conlnil  Symliol 

Rll-  Reduction  In  Force 

Rl'l  S  Retirement  Insurance  Transfer  System 

SCD  Service  Computation  Date 

SES  Senior  Executive  Service 

SI'  Standard  l-'orm 

SSA  Social  Security  Administration 

SSN  Social  Security  NuiuIkt 

FAPFR  Temporary  Appointment  I’endiiig  Establishment  of  a  Register 

IDY  'lemporary  Duty 

IT'M  Treasury  Financial  Manual 

rP  leaching  Position 

TQSA  lemporary  Quarters  SubsisleiHe  Allowaoei- 

rSP  Tlirift  Savings  I’lan 

UCl-'F,  Unemployment  Compensation  for  Federal  Employees 

UIC  Unit  Identification  Code 

U.S.  United  States 

U.S.C.  United  States  CikIc- 

USUfIS  Uniformed  Services  University  of  tln!  Health  ScieiuH-s 

WG  Wage  Grade 

WGI  Within-Giade  |[ici'c'ase 
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CHAPTER  01 

INTRODUCTION  AND  OVERALL  REQUIREMENTS 


0101  INTRODUCTION 

010101.  Purpose.  Thi.s  Chapter  pre.s.eribes  the 
principles,  objectives,  and  related  requirements 
for  EX)D  civilian  employee  pay  operaiiun.s  and 
systems.  The  requimments  in  this  Chapter  apply 
to  civilian  pay  .systems  operated  by  the  DoD  for 
employees  paid  from  appropriated,  revolving,  or 
trust  funds.  These  requirements  apply  to  the 
processes  related  to  computing  payments  for 
permanent,  temporary,  full-time,  part-time, 
irregular,  and  special  category  employees. 

010102.  Statutory  Authority.  The  authority  of 
the  DoD  to  establish  payroll  procedures  consis¬ 
tent  with  the  requirements  of  law  and  regulation 
is  derived  from  3  U.S.C.,  Chapters  53,  55,  and  81 
(reference  (b)).  Kespoivsibilities,  duties  and 
liabiliiies  are  established  by  31  U.S.C.,  Sections 
3527,  3528,  3529,  and  3541  (mfeivnce  (d)). 

010103.  Additional  Guidance.  Tiie  instructions 
issued  by  I  he  Office  of  i’ersonnel  Management 
(OI’M)  in  the  I'ederal  I’ersonnel  Manual  (lO’M) 
are  the  guides  to  be  used  in  the  administration 
of  civilian  pay  and  leave.  AtHtlished  portions  of 
the  ri’M  sltould  no  longer  lx?  used. 

0102  ( IVF.RALL  REQUlKr.Ml'NTS 

010201.  Overview 

A.  Tlie  LDoLD  Components,  excepl  as 
discussed  in  subparagraphs  010201. A. 1.  and 
010201. A.2.  will  use  tlie  L>efense  Civilian  I’ay 
System  (IXll’S)  or  the  Defense  Uusine.ss  Manage¬ 
ment  System  (HUMS),  as  determined  by  die  DoD 
Chief  Financial  Officer,  and  will  eliminate  their 
own  payroll  systems. 

1.  All  Defense  Business  Operat¬ 
ions  Fund  activities  which  do  not  have  a  formal 
eo.sl  accounting  system  will  use  llie  DllMS  for 
pay  processing. 

2.  It  is  aci  ptable  to  opc.'rale 
small,  unique  paymll  syslems,  sucti  as  for  for- 
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cign  national  employees,  when  ihc  specialized 
nature  of  the  employees  serviced  makes  it  eco¬ 
nomical  and  cost-effective  or  international  agree¬ 
ments  require  such  systems.  However,  these 
unique  systems  shall  be  integrated  or  interfaced 
with  other  applicable  systems,  such  as  the  De¬ 
fense  Civilian  Personnel  Data  System,  general 
ledger,  installation-level  general  accounting 
system,  etc.  Continued  operation  of  any  such 
unique  payroll  system  shall  be  approved  annual¬ 
ly  by  Ihe  Director,  Defense  Finance  and  Account¬ 
ing  Service  (DF'AS). 

B.  ]>)D  payroll  o|ii'rations  and  sys¬ 
tems  shall  meet  the  following  objt^clives: 

1.  Prompt  and  accurate  pay¬ 
ments  to  all  those  entitled  to  tx'  paid,  in  compli¬ 
ance  with  appropriate  statutes  and  regulatioas, 
with  cemsidoration  being  given  In  all  aulhori/ed 
deduciions  from  gross  pay. 

2.  Prompt  accounting  for,  and 
disposition  of,  all  aulitorized  deductions  from 
gross  pay. 

3.  Propi’r  eonirol  over,  retention 
of,  and  disposition  of,  all  payroll-relati'd  docu¬ 
ments. 

4.  I'imely  pivii.tiation  of  ade¬ 
quate  and  reliable  payroll  records  to  support 
management  purpose.s;  planning,  preparing, 
executing,  anil  reviewing  tlie  liudget;  and  inter¬ 
nal  and  external  reporting  requii'ements. 

5.  Effective  communication  be¬ 
tween  employing  activities  and  employees  on 
payroll  matters  in  uddilion  to  tiniely,  accurate, 
and  responsive customer.serviceaciion  to  resolve 
payroll-related  inquiries  from  employees. 

6.  Adequate  control  over  all 
pha.ses  of  pay,  leave,  and  allowances. 

7.  Inlerface  of  tlie  payroll  func¬ 
tion  with  the  general  ledger,  cost  accounting,  and 
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personnel  functioas,  with  provisions  for  reconcil¬ 
ing  common  data  elements  in  any  separate 
system  to  one  another. 

8.  Capability  to  query  current, 
historical,  and/or  archived  data. 

9.  Audit  trails  to  permit  the 
tracing  of  trarvsactioas  thtx)ugh  the  payroll 
system  as  specified  in  Volur’c  1  of  this  Regula¬ 
tion. 

10.  Compliance  with  accounting 
system  development  criteria  specified  in  Volume 
I  of  this  Regulation. 

11.  Compliance  with  internal 
control  requirements,  including  data  security  and 
prevention  of  data  disclosure,  as  specified  in 
Volume  1  of  this  Regulation. 

12.  Compliance  with  DoD  direc¬ 
tion  to  standardize  data  elements  for  cro.ss 
functional  shareability  and  integration. 

01021)2,  Fund  Coiilrx)!.  Monies  used  for  paying 
LXiD  civilian  employees  are  appropriated  by 
Congress  and  apportioned  to  the  floD  by  th. 
Office  of  Management  and  Budget  (OMB).  At 
least  monthly,  an  estimate  of  obligations  shall  be* 
•  nude  for  the  payroll.  As  the  payments  aie 
made,  estimates  shall  be  adjusted  to  reflect  actual 
payment  data. 


A,  Subparagraphs  (11(1202. A. 1.  and  2. 
illustrate  the  accounting  entries  that  shall  be 
nude  to  record  the  obligation  and  payment  for 
the  payroll,  '1  he  civilian  payroll  office  shall  pro 
vide  the  appropriate  data  for  posting  to  the 
general  ledger  of  the  accounting  system. 

1.  Dr  4611  Uncommit 

ted/Uiiobliguted  Allotments  -  Direct  Program  - 
Current  Period 

Dr  4614  Uneommit- 

ti‘d/ Unobligated  Allotments  -  Reimbursable 
Program  -  Current  Period 

Dr  1541  Inventory 

Work  in  Pri)cess  -  In-House 

Dr  1721  Ci)aslruction  in 

Progress  -  In  House 
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Dr 

pensation  -  Civilian 
Dr 

Benefits  -  Civilian 

Dr 

mcr  Personnel 


6111  Perstmnel  Com- 

611.5  Personnel 

6115  P*.'nefils  for  For- 

Cr  2113  Accounts 


Payable  -  Public  -  Current 

Cr  2211  Accrued 

Payroll  -  Civilian 

Cr  2213  Accrued 
Payroll  -  Civilian  -  Employer  Share  of  F'ringi’ 
Bimefits 


Cr  4910  Accrued 

Expenditures  -  Unpaid  -  Direct  Program 

Cr  4920  Accrued 

Expenditures  -  Unpaid  -  Keiinbursable  Program 


To  record  thi'  obligation  for 
the  payroll  for  the  current  period.  (Civilian 
personnel  accrued  expenditures  that  are  to  be 
recovered  as  part  of  goods  and  seiviees  sold  to 
othens  or  to  be  capitalized  as  an  asset  arc  record  • 
ed  as  work  in  process  or  construction  in  prog- 
less.  Such  ui'crued  expenditures  are  not  treated 
us  a  period  operating  exinnise.) 


2.  Dr  2113 

Accounts 

Payable  -  Public  -  Current 

Dr  22 1 1 

ALmiixl  Payn)ll 

-  Civilian 

Dr  2213 

Acemed  Payn)ll 

-  Civilian  -  Employer  Share  i 

)f  Fringe  Benefits 

Dr  49 1  (I 

Accrued  Ex- 

penditures  -  Unpaid  -  DirecI 

Program 

Dr  4920 

Accrued  Ex- 

penditures  -  Unpaid  -  Reimbursable  Proj-ram 

Cr 

10 1 2  Funds  I  Xs- 

bui'seJ 

Cr 

4931  Accrued 

Expenditures  -  Paid  -  Direel 

Program 

Ci' 

> 

n 

Expenditures  -  Paid  -  Keimbuisahle  Program 


payroll. 


To  rei:ord  disb\irsemenl  of 


B.  FtoDeivilian  payroll  systcuns  shall 
be  integrated  or  interfaced  with,  and  fully  siqi- 
port,  the  aeeounling  system.  Fhese  systems  siiuil 
coiviistof  detailed  accounts  and  records  (hat  are 
kepi  as  u  subsidiary  to,  or  support  for,  control- 
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ling  or  summary  accounts  in  the  general  lodger 
of  the  accounting  system.  The  paymil  systems 
sliail  produce  requin'd  obligation  and  accrual 
data  needed  by  the  accounting  system. 

()U)2I)3.  Ri'quirements.  DFAS  management  is 
responsible  for  the  overall  planning  and  general 
direction  of  the  pay,  leave,  and  allowance  func¬ 
tions  and  systems.  This  responsibility  requires 
tlial  adequate  written  priuedures  be  establi.shed 
and  implemented;  all  personnel  be  adequately 
trained  in  their  functioas;  and  sufficient  controls 
are  installed  and  management  oversight  is 
established  and  implemented  to  easure  compli¬ 
ance  with  payroll  system  objectives  summari/ed 
in  subparagraph  01020 1. R.  Management  shall 
also  ensua'  that  payatll  systems  meet  legal 
erileria  .ind  the  reijuirenienls  below. 

A.  Payroll  procedures  shall  be; 

1.  Clearly  written  and  be  in 
accordance  with  applicable  laws,  regulations, 
and  legal  ih'cisions; 

2.  Amended  to  rellcid  cluuiges 
in  applie.ible  laws,  reguOilions  and  legal  deci- 
siotvs; 

3.  As  uniform  as  possible 
Ihrouglund  the  bXiP; 

4.  Pistributed  to  payroll  staffs 
and  I’l'  available  to  indiviiln.il  einployees  .is 
needed  to  ensure  eftieieni  uinl  effective  opera¬ 
tions;  and 

fi.  Ketleelivo  of  clear  assign- 

menls  of  responsibility,  deli'gation  of  aulhorily, 
and  separation  of  duties  for  personnel  who 
aulhori/.e  pay  and  enlillemenls,  cerlify  payments, 
compute  tlie  payroll,  record  payroll  data  in  the 
accounts,  dislribule  pay,  review  payroll  tran.sac- 
lions,  and  develop,  lest  and  maintain  supporting 
eoinpiiter  systems, 

IS,  Personnel  engaged  in  pay,  leave, 
and  allowances  activities  shall; 

1.  Re  adequately  trained  and 

kept  informed  about  the  ivquin-ments  of  law.s, 
rej’ulalions,  and  legal  decisions; 


2.  Be  adequately  supervised  to 
help  prevent  any  unauthorized,  fraudulent,  or 
other  irregular  act; 

3.  Ferfonii  operations  effec¬ 
tively,  efficiently,  and  economically  in  accor¬ 
dance  with  laws,  regulations,  and  legal  decisions; 

4.  Review  the  operations,  in¬ 
cluding  internal  control.s,  on  an  ongoing  basis  to 
ensure  .such  performance;  and 

5.  Identify  and  msolve  inconsis¬ 
tencies  in  information  sulimitted,  processed,  and 
reported  during  the  various  payroll  cycles. 

C.  Payroll  systems  shall  be  integrated 
or  interfaced  with; 

1.  Personnel  .systems  to  obtain 
current  information  on  which  io  process  pay, 
leave,  and  allowances.  Addiiionally,  accurate 
information  is  needed  to  help  minimize  the 
po.ssihilily  of  fraud,  waste,  and  ntlsmanagemenl; 

2.  The  general  ledger  system  to 
provide  infonnation  to  prepare  varii'us  fiiumcia' 
stalemenl.s; 

3.  Cost  accounting  systems  to 
distribute  and  charge  payroll  latror  cost  data  to 
approprialioas,  jobs,  projects,  programs,  and 
depart menl.s;  to  help  in  properly  evaluoling 
operations  and  management;  and  l<i  s'.qiport 
budgi't  ronceptiun  anil  development;  and 

4.  Dtlier  financial  managenieni 
.systems  to  meet  reporting  and  managenieni 
objectives. 

P).  Tile  inlerfaee.s  discussed  in  sub¬ 
paragraph  ()10203.C.  shall  he  used  to  assist  in 
timely  ixiconeilialiuns  of  data  elements  and 
discrepancies  noted  iietween  the  systems, 

F„  Transactions  recorded  in  tlie  pay, 
leave,  and  allowance  nvords  shall  be  adeqisately 
supported  by  properly  authorized  documents. 

P.  Procedures  will  In*  in  effect  to 
pmperly  back-up  data  in  the  event  of  power 
failure,  equipment  malfunciion,  or  other  hazards 
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G.  External  audits  and  internal  exami¬ 
nations  of  payroll  operations  shall  be  made  by 
persons  not  engaged  in  those  operations  to 
determine  whether  such  operations  are  efficient, 
effective,  and  economical  and  are  in  accordance 
with  laws,  regulations,  and  legal  decisions, 

H.  The  frequency  with  which  paynills 
must  be  prepared  has  considerable  bearing  upon 
the  tost  of  carrying  out  the  payroll  functions.  So 
that  paymll  operation.s  may  be  performed  with¬ 
out  incurring  undue  cost,  employees  shall  be 
paid  every  two  weeks,  unle.ss  a  different  time 
frame  is  required  by  lave.  Special  payments  are 
prohibited  except  as  addre.ssed  in  paragrajih 
081)102.  Advances  of  pay  are  covered  in  seclion 
0.300.  All  employee;;  will  be  informed  of  the 
designated  payday.  I'ay  musl  lie  made  availaole 
to  the  employees  on  the  day  designated  as  the 
payday,  The  payday  lag  hetwi’i'n  the  close  of 
the  pay  period  and  payday  shall  not  exceed  12 
caleniiar  days.  VVhen  a  payday  falls  on  a  hull 
day  or  an  'in  lieu  of'  holiday,  tlie  (niyday  will  be 
on  the  fiiNt  preceding  business  day. 

I.  Savings  bonds  shall  be  maileei  ti> 
the  address  provided  by  the  '.'iii|iluvee.  All 
purchased  hoirds  shall  be  i.ssued  hiwei'kly  and 
mailed  as  soon  as  pos.sible  aller  payday,  bonds 
returned  by  live  U.S.  I'oslal  Service  shall  be 
turned  over  lo  Ihe  disbursing  or  issuing  iiflieer. 
All  bonds  sl'iall  be  kept  in  a  sale  or  locked 
fireprool  cabinet,  peiuling  distribution  oi  return 
lo  the  dishursinj',  or  issuing  olficer. 

01021)4.  Privacy  Acl  Ki’quireinenl:; 

A.  t  ienei'.il 

t.  All  .Slanclard  Isinns  t.SI')  ami 
locally  approved  forms  eoniainiiig  inUirmalioo 
subject  to  the  Priv.iey  ,^ci  of  1074  p'efeieuee  (i-)) 
should  have  a  Privaev  Acl  stalemenl  either  incor 
poraled  in  Ihe  body  o!  the  document  or  in  a 
sep,u'!i((>  .slatenii’nl  ai  eoinpaiiyinji  each  form 
When  .‘Separate,  ihe  accompanying  slatemen! 
carrie.s  Ihe  same  number  a;;  die  torm. 

2,  Whenever  agencies  ,j.slv  fur 
personal  information,  including  the  .’ocial  Securi¬ 
ty  numlier  (SSN)  Irom  i,;i  emidoyee,  that  em¬ 
ployee  must  hi'  lU'titii  J  nt  the  fullowing. 


a.  The  statutory  aiithoritv 
for  gathering  the  informaliiin; 

b.  The  purjso.se  for  which 
Ihe  infomiatiur.  will  he  used; 

c.  The  ''routine  uses"  of  the 
information  (persons  or  organizations  who 
normally  receive  the  information);  and 

d .  The  effect  on  the  employ¬ 
ee  of  not  supplying  the  information. 

This  nolification  will  be  contained  in  the  Privacy 
Acl  slafemenl. 

b.  h'oi'ins.  Whenever  pei-sonal  iiifor- 
malioii  is  requesied  from  an  emijlnyee  on  lorms 
covered  by  the  Act,  a  copy  of  tlie  form  accompa¬ 
nied  by  Ihe  applicable  slalement  will  he  given  lo 
Ihe  employee  at  the  same  lime  as  Ihe  request  lor 
inluniiation. 

(  .  A'.i  e.ss  and  Accounling.  Pinploy- 
ees  are  generally  ciilitled  lo  have  access  lo  llieir 
own  records  under  the  I’rivacy  Act,  as  are  pei- 
.sonnel  who  need  lo  know  Ihe  information  lo 
euny  out  their  duties.  Under  specified  eondi- 
lioas,  cerlain  other  I'lersons  oi  agencies  may 
receive  information  I'lnployees  musl  be  iiolilied 
ol  release  ol  inionnalion  to  ouisule  agencies 
upon  leqnc'sl.  Agencies  responsible  lor  inain- 
laining  reeords  must  accouiil  lor  inionnalion 
released  and  requests  toreluingi  liy  llie  employ¬ 
ee  concerned. 

U1U3  DIKE!.  I  I  >!-;lg  I’AV 

II  1031)1.  Geneial 

A.  AiilUuri' S'.  t)n  April  22,  l‘W2,  tlie 
Linder  Secrelary  ul  Deieiise  (Coniiilroller) 
approvr-d  Diiort  I  lepo.sil  jiui/oi  Elet  imiiii. 
I'und.s  Iraoslei  iliD.'l’I'l)  as  llie  .-.landard 
melluid  of  paymeol  witliin  tlie  l.XiD  lor  pay  of 
pe|-sonne|  d'eleo'iice  (I)).  ihe  [lolicv  covers  all 
categoi'K's  of  DoD  personnel  iiu  lulling  civilians, 
mililary,  military  retirees,  aiul  aiinuitanls, 

li.  i'olicy.  I  lie  1  .loi )  i'ei|idn',s  p.irlici- 
pation  111  DL),!EI  I  .is  a  reasonalile  contlilion  ol 
employment  for  civilians,  iuel-iding  Ibosc  who 
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through  a  competitive  selection  are  promoted  or 
reassigned. 

010302.  Responsibilities 

A.  The  Under  Secretary  of  Defense 
(Comptroller)  is  respoasible  for  DD/EFT 
payment  policy,  including  waiver  policy,  for  pay 
of  all  DoD  personnel. 

B.  Civilian  personnel  directors  must 

ensure: 

1.  New  civilian  employees  are 
informed  during  inprocossing  of  the  requirement 
to  participate  in  tin  DD/EFT  program;  and 

2.  Vacancy  announcements 
advise  applicants  that  selectees  will  be  required 
to  participate  in  DD/EFT  as  a  condition  of 
employment. 

C.  The  Director,  DFAS  mast; 

1.  Comment  on  civilian  person¬ 
nel  regulations  and  implementing  procedures  as 
requested; 

2.  Publish  implementing  proce¬ 
dures  for  civiliaas; 

3.  Notify  financial  institutions  of 

the  DoD  DD/EFT  program  and  aggro.ssively 
point  out  the  benefits  to  the  financial  institutions 
of  'he  DoD  policy;  and 

4.  Encourage  financial  institu¬ 
tions  to  support  this  initiative. 

D.  Directors/Communders  of  all  DoD 
activities  must: 

1.  Implement  these  procedures; 

2.  Monitor  DD/EFT  participa¬ 
tion; 

3.  Monitor  waiver  action.s; 

4.  Ensure  reinibursemenls  are 
made  to  civilian  employees  who  incur  charges 
due  to  the  Goveniment's  failure  to  accurately 


and  timely  deposit  pay  in  their  DD/EFT  ac¬ 
counts  (see  paragraph  010308.);  and 

5.  Provide  information  for 
reporting  purposes  to  DFAS  Centers  when  so 
requested  (see  paragraph  010310.). 

010303.  Apnlicability 

A.  General.  All  personnel  enrolled  in 
DD/EFT  on  or  after  August  1, 1992,  are  required 
to  continue  under  the  program.  In  addition,  on 
and  after  August  1,  1992,  enrollment  is  required 
for  new  civilian  employees  hired  and  employees 
competitively  promoted  or  reassigned. 

B.  Exempt  piTsonnel  are: 

1.  Civilian  employees  who  are 
not  required  to  participate  in  a  DD/EFT  program 
as  specified  in  paragraph  010305.  and  who  do 
not  voluntarily  enroll,  and  are  not  enrolled,  on 
or  after  August  1,  1992; 


2. 

hires;  and 

Student  wurkei-s  and  summer 

3. 

personnel. 

Nonappi’opriated  fund  (NAF) 

01()3()4.  Waivers 

A.  General.  Waiveis  for  up  to  1  year 
may  be  granted  to  any  individual  when  it  is 
determined  that  it  would  be  in  the  best  inU'rest 
of  Ixith  the  individual  and  the  DoD.  Waiveis 
may  be  granted  because  of  financial  difficulty, 
financial  invsponsibility,  or  other  exlenuatiiiH 
circumstances.  Waivers  may  be  requested  by 
individual.s  through  Iheirdesignuled  authority  or 
directed  by  that  authority.  Waivers  may  lx:’ 
renewed  if  the  eonditiorcs  for  issuing  the  waiver 
still  exist.  Ctiunseling  or  jiarticipaliun  in  a 
financial  management  couise  ottered  through  the 
local  command  is  required  when  aiiproving 
waivers  due  to  financial  problems.  Individuals 
who  fail  to  establish  a  DD/F,FT  account  or  to 
.secure  a  waiver  from  tlie  appropriate  authority, 
in  the  manner  described  below,  vdll  be  subject  to 
administrative  action,  t  lenerally,  waivers  should 
U:  temporary  in  nature  and  allow  individuals 
sufficient  time  to  n’solve  sburl  term  problems 
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prior  to  recnnillmcnt  in  DD/EIm,  The  approval 
of  waivers  is  subject  to  the  control  of  the  Direc¬ 
tor  of  the  servicing  DFAS  Center. 

B.  Approving  Authority 

1.  For  civilian  employees  (in- 
c  ing  National  Guard  Bureau  civilian  employ¬ 
ees),  the  approving  authority  is  the  appointing 
authority  or  designee. 

2.  For  National  Guard  techni¬ 
cians,  the  approving  authority  is  the  Slate  per¬ 
sonnel  inanagenaenl  office  through  command 
channels. 

C.  Requested  Waiver  Procedures 

1.  Individuals  who  are  not 
exempt  from  DD/EFT  participation  may  request 
a  waiver  from  the  designated  aulliority.  The 
reqiiesl  will  noniially  be  written,  but  designated 
authorities  may  uecepl  oral  requests  under 
unusual  circuinstances.  Tire  designated  authori¬ 
ty  may  approvi;  a  waiver  wlien  tin?  individual 
pnividos  adequale  docuimtniation  or  ralionale  lo 
substantiate  the  waiver  reiau'St, 

2.  Tin’  designated  autltority  will 
notify  the  civilian  payroll  office  in  wriling  when 
a  waiver  is  granted  and  its  expiratiiin  dale. 

3.  I’rior  to  iixpiralion  of  the 
waiver,  (lie  designah.’d  authority  will  review  the 
situation  with  liie  individual  and  lietennine 
wl'cther  to  extend  or  terminate  tin-  waiver.  'I'lie 
designaliid  authority  must  notify  llie  civilian 
payroll  office  in  writing  wlien  a  waiver  i.s  termi¬ 
nated  or  an  extension  is  granted  (including  ilie 
new  expiration  date). 

D.  Directed  Waiver  Procedun’s 

1 .  the  designated  authority  may 
direct  individual.s  not  to  eim)ll  in,  or  to  disenroll 
from,  DD/EFT  due  to  the  reasons  cited  in  sul>- 
paragMph  01031)4. A.  The  designated  authority 
will  notify  individuals  of  tlie  requirement  not  to 
enroll  or  lo  disenroll  from  DD/Fl'l’  and  tin- 
expiration  date  i)f  tin?  waiver  by  wliich  time  they 
an-  expected  to  ivsolve  the  finaticial  problems. 
Counseling  or  participation  in  a  financial  man¬ 


agement  course  offered  through  tin-  local  com¬ 
mand  is  required  when  ilie  designated  authority 
has  directed  personnel  not  to  enroll  or  to  dis- 
entxill. 

2.  The  designated  authority  will 
notify  the  civilian  payroll  office  when  individu¬ 
als  are  directed  not  to  enroll  or  to  di.scnrol!  trom 
DD/EFT  and  will  provide  tin-  waiver  e\pirat‘'i'?i 
date. 

3.  Prior  to  tin-  expiration  dale  of 
a  waiver,  the  designated  authority  will  review 
the  eireumstances  of  tlie  waiver  atid  eitlii-r  direct 
the  individual  to  enroll  or  extend  tlie  initial 
waiver. 

4.  individuals  must  inlorni  tlie 
desigiiuled  authority  if  tl'cy  desire  io  tei'ininale 
a  directed  action  not  to  enroll  or  lo  disenroll  in 
DD/EFT. 

D  Denialof  Cavtiian  Waiver  Request,  . 
Denial  of  waiver  requests  Ivom  i.'ivilian  employ¬ 
ees  is  subject  to  aj-.eney  or  negotiated  j-rievance 
procedures,  as  appropriate. 

010305.  Grandfallier  Clause.  Civilian  employ¬ 
ees  who  were  -lol  enrolled,  or  re-.piired  lo  lx- 
L-iiwIled,  in  a  DI.f/EI’l'  program  prior  lo  August 
I,  1902,  and  wlio  tio  not  suliseqiK-iilly  eni'oll  in 
tlie  prograni,  are  I'luiiuvaged,  liul  not  reejuired, 
to  participate  in  lid-  progivnn.  Thev  will  lx- 
requirei!  lo  enroll  if  they  are  competitively 
promoted  or  nia.^signed,  separaled  and  n-em- 
ployed,  mobilized,  or  reeallrU  lo  military  aetive 
duty  on  or  afli-r  AugnsI  1,  199?.. 

0 10.3(>().  RequiremenI'-  liii'  i\'ew~  EXil )  Eiiiplov- 
ees.  1?D/EFT  eiuoilmeiil  is  required  witliiii  the 
first  Wl  days  of  employinenl,  induding  those 
previously  emiiloyed,  or  eompeiilively  selected 
for  promotion  or  rea.-^signnienl.  Ail  vacancy 
announcements  w'iii  advise  applicanls  that 
DD/EI-T  is  a  e-mdilion  of  eniploynu'iit  for 
eoiiipetillvely  selected  proniolioi-.s  anil  '-eassign- 
nients,  Eniployt-es  will  be  advised  durinj;  inpro- 
ce.ssing  tlial  DD/EH  ennillin'-nl  is  rnin.imd  and 
that  they  will  lx-  suliiect  to  administrative  aelie 
for  failure  to  eiwilt  or  reques'  a  wa'vi  r.  Siipei 
visoi-s  will  monitor  parlicipalioii  and  ensure 
ciMPpliance  with  guidelines 
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(!10307.  DD/EFT  Enrollment  Documentatiiin 

A.  The  SF  1199 A,  "EUrcct  Deposit 
Sign-Up  Form,"  is  the  preferred  method  of 
enrollment  in  DO/EFT.  Individuals  who  previ¬ 
ously  established  an  account  with  a  financial 
insiitution  are  encouraged  to  continue  that 
association  and  may  use  Department  of  the 
Treasury,  Financial  Management  Service  Form 
2231,  "FASTSTART  Direct  Deposit."  Refer  to 
subparagraph  010307.B, 

1.  Section  1  of  the  SF  1199 A  is 
completed  by  the  individual. 

2.  Section  2  is  completed  by  the 
servicing  finance  office. 

3.  Section  3  must  be  completed 
by  the  financial  iaslitution. 

4.  Distribution  of  the  Si’  I199A 
is  pre.scribed  on  the  bottom  of  the  form. 

D.  The  following  enrollment  sources 
may  be  used  to  support  the  FMS  2231: 

1.  Canceled  clieckorsliare  draft 
(micro  encoded  data  on  the  Uittoin). 

2.  Savings  or  cheeking  account 
identification  card. 

3.  Department  of  the  Treasury 
in99-INT,  "Statement  for  Recipients  of  Interest 
Income," 

4.  hank  statement. 

NOTE:  A  combination  of  sources  may  Ix’  neces¬ 
sary  to  obtain  the  required  information  to  start 
or  change  DE>/F!in'  cmrollment. 

010308.  Reimhurseini’ni  of  Financial  Institution 
Charues 

A.  General.  Chaiges  by  financial 
institutions  resulting  from  erroneous  information 
provided  by  the  individual  or  the  financial 
institution  to  the  civilian  payndl  office  are  not 
the  liability  of  the  Government  and  will  not  be 
leimbursed.  Reimbursement  is  autliorized  and 


limited  to  overdraft  charges  or  minimum  balance 
or  average  balance  charges  levied  by  the  finan¬ 
cial  institution  as  a  result  of  an  administrative  or 
mechanical  error  on  the  part  of  the  Government 
which  causes  pay  to  be  deposited  late  or  in  an 
incorrect  manner  or  amount. 

B.  Procedures.  When  charges  result 
from  Government  errors,  servicing  DFAS  Centers 
wiii  contact  the  financial  institution  to  explain 
the  error  and  request  charges  levied  against  the 
account  holder  be  reversed . 

1.  If  the  financial  institution  de¬ 
clines  to  reverse  the  charges,  Government  reim¬ 
bursement  of  the  charges  will  be  made.  While 
the  servicing  DFAS  Center  normally  absorbs 
such  charge.s,  the  DFAS  Center  reserves  the  right 
to  chaige  the  applicable  agency's  operating 
appropriation  for  such  amounts  when  the  error 
was  caused  by  information  fur  isle  d  by  that 
agency. 

2.  Letlvs  will  be  provided  to 
dishonored  check  recipients  ex,  laining  that  the 
dishontmed  check  was  caused  by  Govemincijt 
error,  not  an  error  on  the  part  of  the  individual. 

010309.  Allotments.  DD/EF'T  is  the  preferred 
method  for  paying  all  allotments  and  should  be 
used  whenever  possible.  IDDj^HFT  is  required 
fur  allotments  to  a  financial  inslitulion  participat¬ 
ing  in  the  Federal  Reserve  .System. 

010310.  Reporting  Keciuirements.  The  DF'AS 
Centers  will  provide  periodic  reports  to  l')l''AS- 
HQ/F  which  reflect  DD/EFT  participation. 
Refer  to  subparagrajih  ()9()20fi.C.  for  reporting 
guidance. 

010311.  ravnients  Other  1  han  DD/EFI 

A.  Checks  to  individuals  shall  be 
mailed  by  ihe  disbursing  officei'  to  the  iiOiiwoi'k 
address  provided  by  the  employee.  On  an 
exception  basis,  checks  shall  be  delivered  to 
designated  agents  in  the  employing  offices  for 
delivery  to  the  employees  at  the  work  locations. 

B.  In  those  situations  when  delivery 
of  paychecks  to  individuals  by  designated  agents 
is  authori/.ed,  persons  designated  to  deliver  these 
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paychecks  shall  not  participate  in  the  following 
activities;  preparing,  approving,  or  certifying 
vouchers  and  porsonncl  action  documents; 
maintaining  the  payroll;  time  and  attendance 
records;  and  leave  records.  Each  employee  shall 
be  known  by,  or  identified  to,  the  person  who 
delivers  the  employee's  paycheck,  rayehecks 
.should  be  handled  as  few  times  and  by  as  few 
people  as  nossible.  Checks  not  delivered  within 
the  time  specified  by  the  disbursing  officer  shall 
be  returned  to  the  disbui'sing  or  issuing  officer. 
All  checks  shall  be  kept  in  a  safe  or  locked 
fireproof  cabinet,  pending  distribution  or  return 
to  the  disbursing  or  issuing  ofticer. 

C  If,  under  extraordinary  circum¬ 
stances,  payments  must  be  made  in  cash,  DoD 
civilian  employees  shall  properly  identify  them¬ 
selves  and  shall  acknowledge  payment  by  sign¬ 
ing  a  receipt  form  wlien  payments  arc  received. 
Requiring  a  pay  receipt  in  advance  of  actual 
payment  shall  not  be  permitted.  All  payments 
shall  be  made  only  by  persons  who  have  been 
authorized  to  perform  disbui'sing  functions  and 
were  no!  part  of  the  pay  compulation  proce.ss. 

()i04  ESTABLISHMENT  AND  CONTROi, 
OB  EMPLOYEES'  FAY  REC(  )RIjS 

(111)401.  Use  of  SSN  for  Identification 

A.  The  SSN  will  be  used  to  identify 
all  employees  paid  by  tl'e  DoD. 

B.  The  SSN  has  9  digits,  with  hy- 
phens  as  .separators  beture  tlie  fourth  and  sixth 
digits.  Adding  a  prefix  nr  suffix  is  not  autho- 
ri/.ed.  Only  the  9  digits  are  used  in  internal 
compulc"  processing;  however,  the  hyphens  may 
be  printed  on  output  documents. 

C.  If  a,  employee  is  not  required  to 
have  an  SSN,  a  pseudo  SSN  shall  be  used. 

010402.  Pay  Records 

A.  Each  employee  shall  have  an 
individual  pay  record  maintained  as  part  of  the 
master  pay  ’■ei.ortl  at  the  civilian  payroll  proce.ss- 
ing  site.  Normally,  only  one  pay  record  shall  be 
active  at  any  given  time  for  each  authorized 
position.  If  more  than  one  pav  record  is  main¬ 


tained,  the  rationale  must  bo  thoroughly  docu¬ 
mented  and  an  audit  trail  maintained  between 
the  two  pay  records.  Sufficient  information  on 
active  pay  records  shall  be  retained  or  accessible 
at  the  civilian  payroll  office  to  facilitate  local 
input,  payment,  and  administrative  functions. 

B.  The  pay  record  shall  contain  all 
transaction  information  related  to  payments  and 
deductions  with  an  audit  trail  to  the  authorizing 
source  document.  The  record  shall  contain 
information  on  hourly,  daily,  or  piece  pay  rate; 
all  earnings  by  type  (overtime,  night  differential, 
danger  pay,  etc.),  separately  identified;  all  deduc¬ 
tions  by  type  (charily,  union,  health  insurance, 
life  insurance,  etc.),  separately  identified; 
year-to-date  wages  earned;  year-to-date  deduc¬ 
tions  wiltiheid;  annual,  sick,  and  any  other  leave 
earned;  leave  taken,  lost,  or  forfeited;  j!xcess 
leave  taken;  and  a  settlement  of  lost  or  unused 
leave  balances.  The  pay  record  shall  contain 
other  information,  as  necessary,  for  computing 
pay  and  preparing  reports,  as  well  as  being  the 
source  for  the  Leave  and  Earnings  Statement 
(LES) 

C.  The  master  pay  record  shall  con¬ 
tain  current  month,  and,  as  an  integral  part 
thereof  or  in  a  separate  data  file,  at  least  lire  5 
[ireceding  months'  records  readily  available  for 
processing  and  inquiry.  Summary  information 
shall  be  carried  forward,  longer  than  6  months 
when  required,  until  new  summary  records  are 
established.  Disposition  of  pay  records  shall  be 
done  in  accordance  witli  the  General  Records 
Schedule  2  (n’fcrence  (g)). 

1)I04(B.  I’avroll  Substantiating  Poc\iment  Fik' 

A.  With  the  centralization  of  the 
civilian  payroll  function,  two  separate  document 
files  w'ill  be  established  and  maintained  for  each 
employee.  One  will  be  located  at  the  civilian 
payroll  office  and  one  at  the  liaison  office.  All 
source  documents  which  substantiate  the 
employee's  entitlement  to  compeiviation,  leave, 
benefils,  and  authorize  or  support  deductions 
will  be  kept  in  the  file  folders  as  indicated  in 
subparagraph  010504, B.  The  file  label  will 
contain  the  employee's  name  and  SSN  and  will 
be  maintained  in  SSN  sequence. 
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B.  The  civilian  payroll  office  file  will 
contain  the  following; 

1.  SF  1150,  "Record  of  Leave 
Data,"  and  SF  1 150-A,  "Transfer  of  Leave  Records 
for  Leave  Recipient  Covered  by  the  Voluntary 
Leave  Transfer  Program"; 

2.  Voluntary  /  involunta  ry 
DoD/non-DoD  indebtedness  to  the  U.  S.  Govern¬ 
ment; 

3.  Voluntary/involuntary  tax 

levies; 

4.  Court-ordered  garnishments 
(alimony,  child  support,  bankruptcies,  commer¬ 
cial  debts); 

5.  Thrift  Savings  Plan  (TSP)  loan 

information; 

6.  NAF  401k  authorization; 

7.  NAF  retroactive  TSP  election 

authorization; 

8.  SF  1190,  "Foreign  Allowances 
Application,  Grant,  and  Report"; 

9.  Ctocumentation  for  all  manual 
pay  and  leave  adjustments; 

10.  Cash  collection  vouchers; 

11.  Physician's  allowance  authori¬ 
zations;  and 

12.  Any  other  documentation  to 
support  payments. 

C.  The  civilian  payroll  office  will 
maintain  and  safeguard  the  retirement  records 
(SF  2806,  "Individual  Retirement  Record  (CSRS)," 
SF  3100,  "Individual  Retirement  Record  (FERS)," 
and  0PM  Form  1514,  "Military  Deposit  Work¬ 
sheet")  in  a  separate  file  per  instructions  in 
subparagraph  040301. E. 

D.  The  liaison  office  files  will  contain 
the  following  documentation; 


1.  Precom  ersion  historical  files 
(all  personnel  and  payroll  data  of  an  existing 
civilian  payroll  system  prior  to  conversion  to 
another  civilian  payroll  system  or  a  consolidated 
civilian  payroll  office); 

2.  Unemployment  information. 
Department  of  Labor,  ES  Form  931,  "Request  for 
Wages  and  Separation  Information"; 

3.  Employment  verification;  and 

4.  Employee  deduction  informa¬ 
tion  (allotments  and  net  pay  distribution;  chari- 
tie.s;  union.s;  Federal,  Slate  and  local  faxes;  bonds; 
and  address  changes). 

E.  All  verified  source  documents  will 
be  placed  in  the  document  file  not  later  than  the 
end  of  the  pay  period  in  which  the  document 
applies.  The  folders  will  remain  in  an  active 
status  during  the  period  the  employee's  pay 
account  is  maintained  by  the  civilian  payroll 
office.  Upon  the  employee's  separation  or 
transfer,  and  after  all  final  payroll  traivsaclions 
have  been  completed,  the  foldei'  will  bt;  removed 
from  the  active  file  and  placed  in  an  inactive  file. 

F.  All  files  (manual  and  electronic) 
will  lx;  protected  in  accordance  with  For  Official 
Use  Only  and  Privacy  Act  (reference  (c))  require¬ 
ments. 

010404.  LXicument  Control.  In  order  to  ensure 
timely  processing  of  payroll  documents  and  to 
facilitate  audits  and  reconciliation  of  individual 
pay  accounts,  source  documents  should  b* 
controlled  at  the  retention  site.  The  following 
procedures  are  recommended; 

A.  Assign  a  control  number  to  all 
.source  documents.  The  numbering  system 
should  facilitate  the  use  of  one  line  entries  on  the 
log  (e.g.,  two  digits  identifying  the  pay  period 
number  and  the  last  digits  identifying  the  docu¬ 
ment  number,  beginning  with  one  (1)  for  each 
pay  cycle); 

B.  Identify  the  type  of  document  or 
form  number; 
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C,  Record  the  date  received  and  the 
clerk  to  whom  routed  for  processing;  and 

D.  Record  the  date  pniccsscd  and 
logged  out  for  filing. 

010405.  Personnel  Actions 

A.  The  SF  50,  "Notification  of  Person¬ 
nel  Action,"  is  the  primary  source  for  payroll  and 
personnel  information  systencs.  The  content  of 
the  SF  50  will  form  the  basis  for  personnel 
traasactions  flowing  io  payroll  via  automated 
personnel /payroll  system  interfaces, 

B.  The  SF  2809,  "Health  Benefits 
Registration  Fonn"  and  SF  2810,  "Notice  of 
Change  in  Health  Benefits  Enrollment,"  are  used 
to  start,  change,  and  stop  the  coverage  of  health 
benefits  for  employees. 

C.  The  Form  TSP-1,  "TSP  Election 
Form,"  is  used  to  start,  change,  and  stop  deduc¬ 
tions  for  employees.  The  Form  TSP-19,  "Trartsfer 
of  Thrift  Savings  Plan  Information  Betv/ecn 
Agencies,"  is  used  to  transfer  TSP  information 
between  agencies.  The  Form  TSr-22-R,  "Loan 
Payment  Allotment  Form-Reamorti/ation,"  is 
used  by  the  civilian  payixill  office  to  begin 
deductions  for  a  TSP  loan. 

010406.  Payroll  Controls,  Appropriate  controls 
must  be  established  over  payroll  operations 
which  will  include,  but  are  not  limited  to,  the 
items  below. 

A.  Controls  which  will  help  ensure 
that  payroll  documents  processed  are  correct, 
complete,  accurate,  and  properly  authorized, 
including,  but  not  limited  to,  the  following  items. 

1.  Corrections  and  other  adjust¬ 
ment:.  to  data  in  official  records  must  be  ap- 
pnived  in  writing  or  through  electninic  signature 
(made  by  entering  designated  codes  into  an 
automated  system  under  safeguards  to  prevent 
unauthorized  use)  by  an  authorized  official,  as 
follows: 

a.  Records  of  all  changes 
modi'  after  n-cords  have  Iwen  approved  or 
certified  must  be  generated  and  maintained. 


b.  Manual  corrections  on 
documents  made  after  the  documents  have  been 
approved  or  certified  must  be  made  in  a  way 
that  does  not  obliterate  the  original  entries. 
Corrections  must  be  initialed  and  dated  by  the 
person  making  them  and  must  be  approved  by 
a  designated  authorizing  official. 

c.  Automated  system 
changes  to  data  must  be  made  in  such  a  way 
that  an  audit  trail  is  maintained  to  show  or 
provide  reference  to  documents  which  show  the 
original  and  new  data  and  the  authorization  for 
the  change.  Such  changes  must  be  only  on  the 
basis  of  pmperly  approved  documents  authoriz¬ 
ing  the  changes. 

2.  There  must  be  separation  of 
duties  amimg  those  in  the  following  list.  When 
the  si/a;  of  the  organization  does  not  permit 
separation  of  all  of  the  duties,  the  most  effective 
separation  feasible  under  the  circumstances  must 
be  provided.  In  order  to  minimize  opportunities 
for  carrying  out  unauthorized,  fraudulent,  or 
otherwhe  irregular  acts,  the  .separation  of  duties 
should  ensure  that  no  one  person  performs  all 
pha.se.s  of  a  transaction  from  beginning  to  end 
without  the  intervention  of  some  other  pei'sonor 
persons  who  provide  a  cross-check,  l  lowever,  in 
any  case,  item  a,  Ixilow,  must  always  be  separat¬ 
ed  frt>m  the  other  duties  listed: 


entitlements. 

a. 

Authorization  of  pay  and 

inenls. 

b. 

Certification  of  pay- 

c. 

Paynill  comjiutation. 

account  data, 

d. 

Recording  of  payroll 

e. 

Distribution  of  pay. 

aclioas. 

f. 

Review  of  payroll  Iraiis- 

development. 

R- 

Automated  system 

h. 

System  testing, 
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and 


System  implementation,  lions  and  produce  reports  accurately,  by  use  of 

the  following  and  other  techniques: 


j.  System  maintenance. 

3.  The  following  must  Ix'  re¬ 
stricted  to  auihorized  personnel: 

a.  Access  to  personnel, 
payroll,  and  disbursement  records  or  data  files; 

b.  Access  to  forms  used  in 
authoriz,ing  special  entitlements,  allowances,  and 
pay  rates;  and 

c.  Payroll  processing  equip¬ 
ment  and  relaied  sotlware. 

4.  When  feasible,  employees 
engaged  in  civilian  payroll  functions  must  not 
maintain  or  provide  service  for  their  own  payroll 
and  personnel  records.  This  internal  control 
shall  be  incorporated  into  security  system  soft¬ 
ware  which  gi-.verns  access  to  civilian  payroll 
system  records.  Wlicit  the  size  of  an  oflice  is  so 
small  that  this  is  not  feasitile,  employees  engaged 
in  payroll  activity  may  only  mainlain  and  pro¬ 
vide  .service  for  llieir  own: 

a.  Kouiine  deductions,  such 
as  withholding  exemptions  tor  Federal,  State, 
and  local  tax  purposes,  and  voluntary  allotment.s; 
and 


1.  Testing  computer  programs 
and  changes  to  programs  prior  to  placing  them 
in  operation,  and  subsequently  testing  the  vari¬ 
ous  data  elements  and  computational  procedures 
as  needed  to  ensure  that  they  are  operating  as 
intended; 

2.  Certifying  acceptance  of  soft¬ 
ware  changes  by  the  civilian  payroll  offices; 

3.  Performing  periodic  preven¬ 
tive  maintenance  on  hardware,  noting  and 
promptly  re.solving  problems;  and 

4.  Including  in  the  programmed 
instructions  such  techniques  as: 

a.  Verification  of  SSNs  cm 
other  identifying  information  for  employees 
authorized  to  be  paid  against  a  master  list  or  file 
ofsucli  information  for  valid  cunvnt  employee.s; 

l\  Use  i)f  pi'operaullv’riza- 
tion  codes  by  authorized  payroll  employee.s; 

c.  Acceptance  of  data  enlry 
from  aulhori/.<‘d  terminals  only; 

d.  Verificalion  of  dala  enlry 
using  batch  control  total.s,  wlien  j]iplicable;  and 


b.  Time  and  attendance 
documents  under  certain  circumstances  as  pix)- 
vided  for  in  paragraph  l)2(l'HI4. 

5.  To  delect  inappropriate  dala 
at  the  I'arlii’.sf  lime  and  to  llie  extent  practical, 
data  entered  inlo  automated  payroll  systems 
must  be  subjected  to  contpuli'iized  edits  wlien 
entered.  Dala  elements  not  susceptible  to  such 
edits  must  be  edited  at  the  euriiesl  practical  time, 
inappropriate  data  detected  must  Ik'  promptly 
investigated,  corrected  anti,  if  appropri.Oe, 
reprocessed.  A  record  of  sucli  data,  ils  origina¬ 
tor,  and  ils  disposition  must  be  generated  and 
maiiiiaineJ. 


e.  Use  of  master  control 
totals  for  data  element;!  by  comjiuting  sud>  totals 
IxTore  puymll  Iransaciions  are  entered,  adding 
ttilals  ctimpuled  from  transactions,  and  comput¬ 
ing  u  grand  lolal  at  the  completion  of  tlie  pro¬ 
cessing  cycle.  Tile  .software  in  use  must  ensure 
tlial  beginning  totals  plus  iransattion  totals  equal 
ending  uitals, 

01(14117.  Keconciiialion  wilh  I'ersonnei 

A.  For  nonintegrated  civilian  payroll 
syslem.s,  reconciliation  belween  the  civilian 
personnel  office  and  the  civilian  payroll  office 
must  be  accomplislu'J  biweekly  for  critical  data 
element  values  and  every  4  months  lor  non  criti¬ 
cal  dala  element  values.  Tlie  civilian  personnel 
oflice  p'view.s  Ihi'  process  and  annotates  any 


b.  Controls  which  help  ensure  that 
computerized  payroll  operations  pi'oii'ss  Iransac-- 


II 
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mismatches  resolved  by  its  office  and  passes  it  to 
the  civilian  payroll  office  for  its  action.  The 
civilian  payroll  office  will  casure  that  review  and 
necessary  corrections  an.;  made  to  the  civilian 
pay  datriba.se.  The  biweekly  reconciliations  will 
be  accomplished  witliin  5  workdays  after  receipt 
from  the  civilian  personnel  office.  The  reconcili¬ 
ations  done  every  4  months  will  he  accomplished 
within  10  workdays  after  receipt  from  the  civil¬ 
ian  personnel  office.  Critical  (*)  and  non-critica! 
data  element  values  to  he  reconciled  are  as 
follows: 

1.  hniered  rin  duty  date, 

2.  'Life  insurance  code, 

8.  ‘Health  insurance  enrollment 

code, 

4.  ‘hair  l.abcjr  Standards  Act 
(I'LSA)  status  code, 

5.  ‘Crade/level, 

0.  Name, 

‘Occupation  .si!ries  code, 

11.  ‘I’ay  plan, 

0.  '‘I'reiniunt  pay  code, 

10.  ‘  K  <1  (  e  o  f  |i  a  y 

(amuial/hi'm  ly  /ci a ily /school  yisir), 

1  1.  ’  Uelii'i'iiiv'iii  eotie, 

12.  'l.'.Mve  service  computation 

date, 

13.  'SSN, 

14.  V ic-og'rajii'iii..  locaiioii  code, 

15.  ‘.Step, 

16.  *'l'i  mporary  assignment, 
promotion,  appointm-’ii;  cxpiralion  d.ile, 

17.  Hate  of  liirlli. 
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1H  Citizenship  code, 

19.  I’ay  basis, 

20.  ‘Work  seliedule, 

21.  Part-Time  Career  Act  indica¬ 
tor, 

22.  Pay  rate  determinant, 

23.  AnnuiMnt  indicator, 

24.  *l,ocalily  adjustment  amount, 

25.  Appointment  authority  code, 

and 

26.  ‘I'SP  data. 

B.  Civilian  payroll  offices  that  do  not 
have  the  capability  of  a  mechanized  reconcilia¬ 
tion  will  accomplish  a  pay /personnel  reconcilia¬ 
tion  of  the  critical  data  element  values  in  sub¬ 
paragraph  010407, A.  on  a  quarterly  basis  by 
locally  determined  procedures  that  are  mutually 
agreeable  to  both  the  civilian  payroll  arid  civilian 
personnel  offices  involved. 

0105  CIVILIAN  PAYKOliL  Ol-l-lCIi  LhlShS- 
TAULLSHMl-Nr  PKOCHllUKLS 

01050).  Purpose.  I'hese  procedures  prescribe 
the  responsibililies  and  aclioii.s  for  DoD  civilian 
payroll  oiK'ralions  wliich  aie  being  di.seslablislied 
in  accordance  with  con.solldalion  initiatives. 
Refer  to  .section  0603  for  piocedunss  eoncei'ning 
mass  Iransfi'r  of  emi’loyi'e  aceounls  lielweeii 
existing  civilian  payroll  offices. 

010,502.  Apiilicahilil  V  and  .Vopc,  lliese  instruc¬ 
tions  apply  U)  all  IXiD  civilian  payroll  offices 
regardless  of  Component  affiliatinn  whose 
iijyn)ll  accounts  are  being  transfern'd  to  a 
consolidated  civilian  payroll  opei'ation. 

01050.3.  Kespiinsihilitie.s.  Kes|5iinsihility  for 
implemeiiling  the.se  jirocedures  lies  primarily 
with  the  civilian  payroll  office  whosi'  accounts 
.iro  Ix-ing  transferred.  However,  there  must  he 
cK)se  coordination  with  the  civilian  payroll 
office's  m-ijor  command /cl.iimani,  the  DPAS 


•  •  • 
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Center  which  has  responsibility  for  the  closing 
civilian  payroll  office,  and  the  consolidated 
civilian  payroll  office  which  will  assume  respon¬ 
sibility  for  the  transfermd  accounts. 

010504.  Actions  Required  by  the  Losin).;  Civil¬ 
ian  Payroll  Office 

A.  Nolilv  Affected  I'arlies,  All  par¬ 
ties  who  are  currently  receiving  support  from  the 
civilian  jiayroll  office  which  is  to  be  disestab¬ 
lished  must  be  informed  Ihal  t'le  evisting  payroll 
servicing  arratigement  is  being  changed  and 
when  that  change  will  occur.  It  is  recommended 
that  these  parties  he  notified  well  in  advance  of 
the  transfer,  but  not  later  than  50  days  prior  to 
the  dale  of  tlie  actual  traicsfer. 

1.  I  he  following  is  a  list  of 
affected  part'es  v^’ho  should  lie  luililied  ol  the 
impending  change  of  the  pnyri'll  sirvieing 
aiTangemenl.  Sample  lelters  which  may  be  used 
for  that  purpose  are  shown  in  i  igures  1-1 
thmiigh  1-10.  While  tlie  list  is  intended  to  Ik’  all 
inclusive,  individual  civilian  payroll  offices  may 
have  unique  eustomer.s  who  are  not  me.itioned. 
If  this  situation  .should  occur,  ttie  losing  civilian 
payroll  ofiice  most  develop  .i  U'tter  for  lho.se 
cu.slomers  using  one  of  Ihi'  sample  letteni  as  a 
basis. 

a.  luich  civilian  personnel 
olfiei'  providinj:  support  to  the  civilian  payroll 
ofliee.  Civilian  pi'rsonnel  otiiees  will  be  n'spoii- 
sible  for  nolifying,  labor  iitganizalions  and  pro- 
lessional  associations.  lii'o  lag, ore  1-1. 

li.  I'j'.ii  Inleroiil  Revenue 
Sen'ice  (IKS)  Di.stnct  to  whicli  p.iyiiumt.';  for  tax 
levies  are  submitted.  See  h'igure  1-2.  Inform  IRS 
Ibere  will  be  no  further  annual  eivilian  |>ay 
reporting  lor  the  losing,  i  ivilian  payroll  ofiice 
HIM.  Adjustnnmts  to  prior  la.x  reports  may  be 
submitted  by  the  consoliu.ued  civilian  |iayi>>ll 
office.  .Si".'  l-igure  1  5. 

e  Isu  h  Slate  and  loeal 
tdxinj;  authority  for  wbieli  wilhlmlding  is  iK'ing 
made  (including,  tliose  laxitij'  authorities  who  do 
not  havir  an  agreemenl  w'ilh  the  l>'jiarlmenl  of 
Treasury  but  for  wliom  employees  are  making 
tax  payments  via  allotments).  See  I'igure  1-4. 


d.  National  l•inance  Center 
(NFC)  as  the  TSP  recordkeeper.  See  Figure  1-5. 

e.  bach  court  to  which 

alimony,  child  support,  bankruptcy,  and  com¬ 
mercial  debt  payments  are  being  remitted.  See 
Figure  1-6. 

f.  Federal  Reserve  Bank 
(F'RB)  and  other  financial  institutions  to  which 
romillances  are  heing  made.  See  Figure  1-7. 

g.  fll’M.  See  Figure  1-K. 

li.  liaclt  NAF'  Finployee 

Benefit  System  for  whom  retirement  deductions 
are  beinj',  remitted  under  liie  I’ortability  of 
Benefits  for  Nonappropriated  i'und  Employees 
Act  of  IWt),  F.L.  I()1-.5IIB,  (eeferenee  (e)).  See 
I'iguie  l-‘>. 

i.  I'ach  Combined  I’ederal 

Campaign  (Cl'(')  office  lor  whicli  charitable 

coiitribuliiiiLS  are  being  remilted.  See  Figure  1- 

10. 

j.  I  iealih  Benefits  Insurance 
Carriers.  Inform  insurance  can  iei's  by  |>repai'ing 
an  SF' 28 1 1,  '"Iraiismitlal  and  Summary  Re[n)rt  to 
Carrier  -  Federal  Em|)loyees  Meallh  beni'fils  Pro¬ 
gram."  Atlacli  a  listinj’  to  the  SB'  2810  as  de¬ 
scribed  by  Ihi'  F'ederal  Fmplovees  Health  Bene¬ 
fits  Maiidliooli  for  I’ersimnel  and  I’ayroll  Offices 
(reference  (h)).  See  solipiir.igraph  (14081)2.11. h, 
when  a  ivou|  of  25  or  more  employees  enrolled 
in  the  same  [dan  are  l|•Jns^errell  on  l!ie  same 
day. 

k.  Oilier  Federal  agencies 
for  whom  delits  are  being  '..ollected,  e.g,,  1  X'parl- 
iiient  of  Fdiicatioii  or  I >'|iarlinent  of  Veterans 
Affairs. 

l>,  Fii'|r«ii>'  l/.iirf'loyee  SuF'Stantiatinir 
IVicmnentJ^'ilijS.  Allhoii)',h  every  efforl  will  be 
made  to  transfer  data  lhi'oiij[h  the  automatid 
eonversion  process  rather  than  liv  Iransferririj; 
hard-copv  iloeuments,  it  will  still  he  necessary  to 
send  certain  liard  copy  doeiimenis  from  the 
losing  civilian  payri'll  offii-e  to  the  consolidated 
civilian  [layroll  office.  In  many  ca.ses  the  infor¬ 
mation  may  not  be  eonliiined  in  the  automated 
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fi!w  of  the  losin"  civilian  payroll  office  and, 
tiiei'cfore,  would  not  be  a  part  of  the  conversion 
process.  In  other  cases,  the  documentation  is  re¬ 
quired  for  legal  support  for  action  to  be  taken  by 
the  coasolidnted  civilian  paymil  office.  These 
hard-copy  documents  will  supplement  the 
automated  ct'iiveiMon  process  and  will  facilitate 
ine  movi’ment  ol  civilian  pay.’oli  accounts  willi- 
out  degradation  of  timely  and  accurate  payroll 
service. 

1.  in  order  to  facilitate  the 
movement  of  hard-copy  documents,  the  lo.sing 
civilian  payroll  office  must  prepare  subslantial- 
ing  docaineiit  files  containing  hard-copy  d(K:u- 
menl:'  which  mui'f  he  transniilled  to  the  coixsoli- 
dated  civilian  yiayroli  office,  The  files  will 
consist  of  originals  or  copies,  as  appropriate.  If 
the  originai  is  foi warned  to  the  consolidated 
civilian  payroll  office,  a  copy  should  he  retained 
bv  the  losing  civilian  payroll  office. 

2.  Subsiantialing  document  files 
may  be  Iransmilled  in  either  subject  mailer  or 
employee  .seijuence,  depenuirig  on  iuiw  files  aif 
nunnlamed  by  the  losing  civilian  payroll  office. 
.SMbiecl  n'lafler  fiie.s  .’.re  delined  lor  this  jiurpose 
as  u  file  rnaiinaineU  for  a  particular  ly|i(’  ol 
documeni,  e.g.,  court  I'ruercd  garnishmeiU.s. 

3.  The  liles  will  be  letler  size 
wilh  the  laiu'l  in  the  upper  lelt  hand  corner. 
Labels  inusi  he  eilluM'  typed  or  prinled  legihly. 
it  liles  are  Iransniitled  in  subject  mailer 
sequence,  ilic  subject  inatU'r  tilli  will  be  con- 
laineu  in  llie  fil'si  line  of  liie  upper  left  ctirner  of 
tile  label  and  llie  second  line  will  show  llie 
losing  livilian  jiayroll  offii'e  name  and  number. 
If  tiles  ,;re  transmitted  in  employee  .si'quence,  the 
liml  Mill'  of  the  label  will  eonlaiii  the  employee's 
S.SlSI;  till-  .second  Inn  will  contain  Ihe  em|iloyee's 
lasi  name,  lir.-a  iiinne,  and  middle  initial  in  thai 
order;  anil  me  ihird  line  will  sliow  tlie  losing 
payroll  oflice  name  and  nuinlier. 

4.  The  files  will  be  assembled 
aipiiaiieueally  hy  subject  iiiatler  if  tran.smiUed  in 
subjeel  matter  .sei|U('nce.  If  Ihe  files  are  Iransmil- 
leii  in  ,'i;-)|\l  sequeiue,  they  may  be  assembled 
.  eiwi  in  .':i.-.:u’,hl  .‘iSM  rei|i.ii'ntv  or  ,SSN  sequeiv.’e 
wilniii  payi'nil  block,  in  either  case,  files  niusi  Ik' 
sell'  .IS  one  pai  kuge  lo  arrive  al  the  l  oiisoliilaled 
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civilian  payroll  office  nol  later  than  the  end  ol 
the  lirst  week  following  transfer. 

S  Listed  below  is  doeiniienla- 
liiin  which  must  lie  inciudeii  in  the  substaniiat- 
ing  documeni  file  and  transferred  to  the  consoli¬ 
dated  civilian  payi-oll  oifice; 

a.  Indebtedne.ss  to  the  U..S. 
Government,  h'orward  a  copy  ol  docuinentalion 
to  support  eunent  milectioiLs  with  (he  unpaid 
balance  of  ihe  debi,  ili.-.'  ap|iroprialioi’  or  fund 
cite  to  be  used,  and  the  reiiiittaiice  address, 
lixamples  of  indebtedness  to  llie  U..S.  Goveriv 
menl  are  advance  pay,  Governnienl  I’ropeily 
Lost  or  Damaged  / repi,.  t  of  siirvev,  travel  inllcc- 
lion,  liealih  lieuefil.'-  foi  leuvi'  widioui  ]iay,  tlflice 
of  Workers'  Coiti|>eiisation  rrograms  (OWCI’) 
leave  buy'  back,  or  .salary  overpayiiienl. 

b.  I'onii  (ibh-W,  "Noliee  ol 
Levy  on  Wage.s,  .Salary,  and  Ollier  liieoine." 
I'orward  the  original  IKS  lax  levy  (vohinlary  or 
involuntary)  sliuwing,  die  unpaid  balance.  Any 
levies  received  after  payroll  aecounls  have  tieen 
iranslerri'ii  sltould  be  forwarded  direclly  lo  llie 
eiiii.soliilaied  civilian  payroll  oifice, 

c.  Oourt Oiilered  lianknipl- 
cy.  forward  the  original  court  order  and  .idib'ii- 
dums  wilh  lialanci'  due  on  llu'  cunviil  order. 
Any  ciHirl  orders  reeeivcil  after  payroll  .iccoiinfs 
nave  heeii  Iranslerred  should  lv,'  Us'w.irded 
direelly  lo  Ihe  eonsohii.ited  civilian  p.ivroll 
office. 

d.  t  'mil  l  (  li'dei'i'd  '  larnish- 

menl.  biirwaril  a  injiy  .h  'lie  mns(  ciiri'eiil 
g.iriiislmu-nl  for  .iliinony,  eliilil  support,  aniLL.i' 
commercial  debt  ''nlutlmg  .idiien.liiiii''  It  die 
ganiishmi  III  w.is  (oi  a  .set  amoum,  liiunsn  du' 
unpaid  tial.ime.  Any  aliinuiiv  anil/o!'  clald 
su|i|iori  court  ortleis  I'eceiveil  al'lei  p.iyroll 

acciumis  have  iieeii  ir.insler'"cLi  sliouid  b.'  loi  ■ 
warded  direellv  lo  ilie  coiisolid.iled  civilian 

payroll  office.  Anv  commercial  del.l  courl 

orders  received  afier  pavi'oll  .iicdunls  li.ive  been 
transliMTi'il  should  lie  foiwanleij  in  anoril.mce 
wilh  sulipacagi.iph  IMi2dl',.L. 

e.  Aiilhoi'i/.alioiis  ol  NaL 

4()lk  (  onlril'Ulions.  I'oi'w.u'd  .i  copy  of  the 
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authorization  wliich  supports  employee  contribu- 
tioas  to  a  NAF  401k  plan  allowable  by  the 
Portability  of  Benefits  for  Nonapproprintcd  Fund 
Employees  Act  of  1990  (reference  (e)). 

f.  TSP  Retroactive  Contri¬ 
bution  Authorization.  Forward  a  copy  of  the 
authorization  made  by  an  employee  who  is 
currently  making  retroactive  TSP  contributioivs 
allowable  by  the  Thrift  Investment  Board  under 
its  error  correction  procedurtw, 

g.  SF  1190.  Forward  a  copy 
of  the  latest  SF  1190  if  the  data  is  not  included  in 
the  automated  conversion  process.  The  SF  1190 
will  be  used  to  suppr)rt  payment  of  allov/ances 
and  differentials  in  foreign  areas. 

h.  Form  TSP-22,  "TSP  Loan 
Payment  Allotment  Form."  Forwai'd  a  copy  of 
all  I'orms  TSP-22  which  support  TSP  loan  infor¬ 
mation.  Annotate  the  fonii  with  the  unpaid 
balance. 

i.  SI- 1130.  Forward  a  copy 
of  the  SI'  1150  it  all  leave  data  is  not  included  in 
the  automated  conversion  pr^)cess.  The  SI-  1150 
will  be  produced  and  leave  balances  annotated 
in  the  remarks  section  if  credit  hours,  co  npensa- 
tory  hours,  advance  unnual  or  sick  leave,  re- 
slon-d/ reinstated  leave,  and  compensatory  time 
off  for  n-ligious  reasons  aiv  not  included  in  the 
automated  coiwersion  process.  Ensure  all  ah- 
si-nee  without  pay,  home  leave,  and  military 
leave  including  leave  for  law  enforeemei\l  pur- 
posi:s  are  annotated  in  blocks  tO  tlirougli  23  of 
llu-  Si'  1150. 

(1)  Com[ieiisalory  time 
balances  must  include  llie  overtime  rate  of  pay  at 
wliich  each  t)ccunvnc(j  of  compensatory  time 
wa.s  earned. 

(2)  Restoreil/ reinstated 
leave  information  must  include  the  effective 
dale,  llie  termination  dale,  and  the  balance  of 
eaeli  oceurrenee. 

j.  SP  1150A.  1-orward  a 
LXipy  of  llie  SI-  1150A  if  all  donated  leave  data 
am  not  included  in  llie  automated  eonversion 
pnieess.  Information  eoneerning  individual 
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donois  and  balances  must  be  included  in  order 
to  mturn  unused  leave. 

k.  LES.  Forward  a  copy  of 
the  LES  used  to  establish  temporary  leave  bal 
ances  for  recent  employee  accessions  when  an  SF 
1150  has  not  been  received  by  the  losing  civilian 
payrt'll  office. 

l.  Authorization  for  Physi¬ 
cian's  Comparability.  Forward  a  copy  of  the 
physician's  comparability  allowance  service- 
agreement  (or  equivaknl)  annotated  with  the 
unpaid  balance. 

m.  Statement  of  Annual 
Annuity  Amount  for  Reemployed  Annuitants, 
l-'orward  a  copy  of  the  most  recent  SF  50  or  other 
dueunientalion  which  supports  llie  amount  of 
biweekly  .salary  tiffsel  for  reeinploycd  unnuitaiits. 

n.  OPM  l-orin  1314.  F'or- 
ward  a  copy  of  each  OPM  Form  1314  with  an 
unpaid  balance,  a  copy  of  llie  related  SI-' 
2806/3100,  and  supporting  SF2803/3108,  "Appli¬ 
cation  to  Make  Deposit  or  Kedeposit."  Ensure 
that  the  copy  of  OPM  Form  1514  forwarded  to 
the  consolidated  civilian  payroll  office  includes 
postings  for  the  final  pay  period  paid  liy  tlie 
losing  civilian  payroll  office.  NOTE;  One  pay 
period  prior  to  conversion,  forward  an  advance 
copy  of  OPM  Form  1514.  Ensure  that  tlu-  final 
OPM  I-orm  1314  is  included  in  the  .-lubstaiiliuting 
document  file. 

o.  Fonii  W  3,  "Eai'iied 
Income  Credit  Advance  Payiiient  CerlifiLate." 
Forward  a  copy  <-(  the  l-'orm  W-5  to  su|ipnrt 
payment  of  the  advance  earned  income  credit  if 
data  is  not  included  in  the  automated  eonversion 
pnieess.  If  the  transfer  occurs  the  lust  |iay 
period  of  the  year,  do  not  forward.  A  new  Ponn 
W-5  mast  be  submitted  by  the  employee. 

p.  Coiiliiiuatioii  of  Pay, 
Workers'  Compensation,  and  Buy  Back  of  I, cave. 
Forward  a  copy  of  the  documentation  whicii 
supports  payment  of  continuation  of  ]iay  and/or 
places  an  employee  on  workers'  eompeii.salion  if 
available.  Forward  a  copy  of  the  doeumeiituiioii 
to  support  buy  hack  of  leave. 


•  •  •  • 
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q.  SF  1154,  "Public  Voucher 
fur  Unpaid  Compoivsation  Due  a  Deceased 
Civilian  Employee."  Complete  and  forward  an 
SF  1154  for  each  deceased  employee  who  has  not 
been  officially  separated  from  the  paywll  system 
and  whose  unpaid  compensation  has  not  been 
paid  to  the  beneficiaries.  The  face  of  the  SF  1154 
should  F  ■  completed  only  for  the  block  begin¬ 
ning  "Amount  of  unpaid  compensation  due  ....". 
The  Summary  of  "Unpaid  Compeasation"  on  the 
reverse  of  the  SF  1154  must  be  completed  in  its 
entirety.  Ensure  that  any  unpaid  compensation 
placed  in  the  deposit  fund  account  is  traasferred 
to  the  consolidated  civilian  payroll  office  via 
hard  copy  check.  The  consolidated  civilian 
payroll  office  will  make  the  payment  to  the 
beneficiaries  using  the  SF  1154  furnished  by  the 
losing  civilian  payroll  office  upon  receipt  of  the 
Si'  115.5,  "Claim  for  Unpaid  Compensation  of 
Deceased  Civilian  Employee,"  from  the  civilian 
personnel  office. 

r.  Unprocessed  D(x;uinents. 
Liaison  offices  should  process  documents  that 
have  been  recoiv<'d,  but  were  not  processed  prior 
to  the  transfer  of  payroll  accounts  to  tlie  consoli¬ 
dated  civilian  payroll  office.  I’roce.ssing  should 
be  in  accordance  with  procedures  established  for 
that  liaison  office. 

s.  Severance  I’ay  Authori¬ 
zation.  Forwanl  a  copy  of  an  S!  '  5(1  for  each  em¬ 
ployee  authorized  and  n  ceiving  severance  pay. 
Annotate  tlie  remaining  sev<'rance  pay  to  be  paid 
and  weekly  severance  amount,  if  not  included  in 
tile  automated  conversion  pnieess. 

C.  Preiiare  Payroll  Office  Substanliat- 
inu  LXicument  Files.  While  the  majority  of 
i  employee-related  information  will  be  a  data 

I  transfer  as  part  of  the  automated  conversion 

proces.s,  historical  data  to  support  the  summary 
or  civilian  payroll  office  level  will  not  be  ineluti 
ed.  Therefore,  it  will  be  necessary  to  transfer 
certain  documents  which  support  actions  taken 
by  tlie  losing  civilian  payroll  office  in  tlie  past. 

1.  In  order  to  facilitali;  the 
movement  of  hard-copy  documents,  the  losing 
civilian  payroll  office  must  prepare  a  civilian 
payroll  office  substantiating  document  file  tliat 
consists  of  copies  of  the  original  documents.  'I  lie 


A 


losing  civilian  payroll  office  will  retain  the 
original  documents  in  accordance  with  the 
General  Rccrrrds  Schedule  2  (reference  (g)).  This 
will  enable  the  consolidated  civilian  payroll 
office  to  make  future  correctioas  or  adjustments 
as  necessary. 


2.  The  files  will  be  leller  size 
with  the  label  in  the  upper  left  hand  corner.  The 
first  line  of  the  label  will  contain  the  applicable 
calendar  year;  the  second  line  will  show  the 
losing  civilian  payroll  office  employer  identifica¬ 
tion  number  (KIN);  and  the  third  line  will  con¬ 
tain  the  civilian  payroll  office  name  and  number. 
One  file  for  each  calendar  year  will  be  assembled 
and  sent  as  one  package  lo  llie  consolidated 
civilian  payixill  office  as  soon  as  practical,  but 
not  later  than  31)  days  following  tlie  transfer  of 
ai'couiiLs. 


3.  Listed  below  is  the  documen¬ 
tation  whicli  must  lu‘  Miciuded  in  tlie  suhstanliat- 
ing  document  file; 


a.  Form  941,  "Employer's 
Quarterly  Federal  'l  ax  Relurn,"  and  Form  94 le, 
"Slatemenl  to  Correct  Information  I’reviously 
Reported  on  the  Employer's  Federal  Tax  Return." 
Forward  copies  of  Forms  941  and  941e  for  the 
quarters  of  the  current  year  plus  'he  quarters  for 
the  3  years  prior  lo  transfer  lo  the  gaining  civil¬ 
ian  payroll  office; 


b.  State  and  Local  Tax  Re¬ 
turns.  Forward  copies  of  all  State  and  local  tax 
reporting  files  for  llic‘  curreiU  year  and  tlie  prior 
3  yea  is;  and 


c.  Si'  13.5,  "Records  1  raas- 
millal  and  Receipt,"  Furnish  copies  of  tlie  Si-  135 
witli  acce.ssion  number  and  storage  bin  number 
after  the  files  liave  been  forwarded  to  the  Na¬ 
tional  Peisoiiiiel  Records  Center  (NI’RC)  for  the 
curienl  and  previous  (i  yeans. 


» 


» 
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eessinu.  The  losing  civilian  jiayiol!  office  must 
complete  pnicessing  for  tlie  last  pay  period  for 
whicli  it  has  responsibility.  Coiiiplelioii  of  tliese 
actions  will  allow  employee  records  lo  contain 
the  most  current  information  to  lie  included  in 
the  automated  conversion  process. 
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1.  Compute  and  process  final 
salary  and  other  payments. 

a.  Prior  to  processing  the 
final  pay  period,  ensure  that  all  time  and  atten¬ 
dance  reports  have  been  received  from  employ¬ 
ing  activities  and  that  all  documentation  has 
been  received  from  civilian  personnel  offices  and 
employees.  The  losing  civilian  payroll  office  will 
establish  and  publish  cutoff  dates  for  receipt  of 
all  documents  for  this  last  pay  period. 

b.  Responsibility  for  .special 
payments  will  be  determined  based  upon  time 
frames  within  which  the  automated  conversion 
process  is  completed.  Payments  made  after  the 
last  payday  and  before  the  automated  conversion 
process  is  accomplished  are  the  responsibility  of 
the  losing  civilian  payroll  office.  It  is  crucial  that 
employee  mcords  lx?  updated  with  such  pay¬ 
ments  prior  to  the  automateu  conversion  pro¬ 
cessing.  Payments  made  after  the  last  payday 
and  after  the  automated  conversion  proce.ss  is 
accomplished  are  the  respon.sibility  of  the  consol¬ 
idated  civilian  payn.)ll  office. 

2.  Prepare,  balance,  and  distrib¬ 
ute  final  pay  period  pay,  leave,  and  management 
reports.  Complete  pay  period  processing  in 
accordance  with  regular  biweekly  procedures 
and  make  final  distrihulinn  of  management 
reports.  It  i.s  suggested  lliat  these  reports  bo 
annotated  "FINAL"  and  a  sliorl  memorandum 
attached  stating  these  are  the  last  reports  to  be 
sent  from  litis  civilian  payioll  office  and  that 
future  reports  will  be  .sent  from  the  consolidated 
civilian  payroll  office.  Furnish  the  eon.solidated 
civilian  payroll  offic(?  copies  of  certified  docu¬ 
ments,  e.g..  Form  941,  slate  and  local  lax  reports. 

3.  Produce  SFs  281)6/3100. 
Those  eivilian  payroll  offices  whose  automated 
system  maintains  and  produces  bFs  2806/3100 
should  easure  that  these  records  am  paiduced 
for  the  filial  pay  period  paid.  Fiscal  history 
records  should  be  closed  out  for  the  curmnt  year, 
and  the  service  history  should  reflect  the  last  SI- 
50  or  other  applicable  diKumentalion, 

E.  Reconcile  and  Clear/Kemit  Depixs- 
it  Fund  Account  Balances.  Monies  whiclt  ha  .'e 
txen  placed  in  deposit  fund  accounts  pending 


remittance  to  the  applicable  payee  must  be 
remitted  immediately  after  the  final  pay  period. 
These  accounts  must  not  contain  a  balance  after 
payroll  accounts  have  been  traresferred  to  the 
consolidated  civilian  payroll  office.  Any  monie.s 
remaining  in  these  accounts  after  final  remittanc 
es  have  been  made  must  be  reconciled  and  tlie 
account  cleared.  Listed  below  arc  types  ol 
accounts  which  may  contain  balances  after 
completion  of  final  pay  period  processing  along 
with  iastructioas  for  the  disposition  of  those 
balances. 

1.  State  and  Local  Tax.  The 
disboi-sing  office  will  remit  all  State  and  local 
taxes  which  have  been  withheld  from  empU.yees, 
but  not  paid  to  the  applicable  taxing  authority 
regardless  of  the  regular  jrayinent  schedule. 
Annotate  the  payment  as  "FINAL"  and  inform 
the  taxing  authority  that  future  payments  will  be 
forthcoming  from  the  consolidated  civilian 
payadl  office.  An  exception  is  tlie  civilian 
payndl  office  which  nporls  non-payroll  type 
taxes  under  the  same  employer  identification 
number  as  the  civilian  payroll  olfice.  For  those, 
do  not  mark  the  remiUance  as  "FINAL," 

2.  Savings  Bonds.  I'he  bond 
issuing  agent  or  disbursing  officer  shall  remit  all 
.savings  bond  balances  in  llie  form  of  a  Treasury 
check  made  payable  to  the  disbuising  officer  (in 
his/her  official  capacity)  at  file  con.solidaled 
civilian  payroll  office.  Accompanying  tlie  clieck 
.should  be  a  listing  or  report  which  contains  eacli 
employee  identified  by  name,  SSN,  and  the 
unpaid  balance. 

3.  Indebtedness.  Remit  all 
collections  which  have  been  made  for  indebted¬ 
ness  that  have  other  than  a  biweekly  reinillance 
schedule.  Annotate  the  payment  as  the  las)  om 
from  the  losing  civilian  payroll  office  and  inform 
the  creditor  agency  that  future  payments  will  bi' 
forlheoming  from  Ihe  consolidated  civilian 

payioli 

4.  Other  Items  Not  Remitted  on 
a  Biweekly  Basis.  Remit  all  colleclions  wliidi 
have  Ix'en  made  for  items  that  have  other  than  a 
biweekly  remittance  schedule,  e.g.,  montlily 
allotments.  Annotate  the  payment  as  "FINAL" 
and  inform  Ihe  payee  tliat  fulure  payments  will 
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be  forthcoming  from  the  consolidated  civilian 
paynill  office. 

5.  Beneficiary  Compensation. 
Remit  unpaid  compensation  due  beneficiaries  of 
deceased  employees  in  the  form  of  a  Treasury 
check  made  payable  to  the  disbursing  officer  (in 
his/her  official  capacity)  at  the  consolidated 
civilian  payroll  office.  Accompanying  the  check 
should  be  a  listing  or  report  containing  the 
deceased  employee's  name,  SSN,  and  the  amount 
of  unpaid  compensation  due.  Ttiis  information 
should  support  the  SF  1154  contained  in  the 
employee  substantiating  document  file  Iraas- 
ferred  to  the  consolidated  civilian  payroll  office 
and  should  be  only  for  those  deceased  employ¬ 
ees  who  have  not  been  officially  separated  from 
the  payroll  system. 

F.  Prtmare  and  Remit  Quarterly  and 
Annual  Reports,  Although  the  final  pay  period 
paid  by  the  losing  civilian  jiayroll  office  may  not 
coincide  with  the  last  pay  period  of  the  tiuarter 
or  of  the  pay  or  leave  year,  the  losing  civilian 
paymll  office  will  prepare  reports  or  suliinit 
documentation  to  the  applicable  office. 

1.  Individual  Leave  Record  (t)r 
equivalent).  Pa'pare  Individual  Leave  Records 
(or  equivalent)  for  the  year  of  transfer,  if  not 
previously  produecd.  The.se  records  will  be 
maintained  at  the  losing  payroll  office  site  for 
msearch  and  mferei'.ce  by  the  con.solidaled 
civilian  payroll  office. 

2.  Individual  Pay  Record  (or 
equivalent).  Prejiare  the  Individual  Pay  Record 
(or  equivalent)  for  tlie  year  ol  ir.msfer,  if  not 
pnwiously  pioduced.  These  records  will  be 
maintained  at  the  losing,  payroll  office  site  for 
research  and  reference  by  the  consolidated 
civilian  payroll  office, 

.3.  FosTi-i  lOyy-Ml.SC,  ''WLsceila- 
neous  Income."  Prepare  and  distribute  uni.ssued 
Form  KWy-MISC  (or  Form  W-2)  to  beneficiaries 
of  deceased  employees  for  whom  the  SF  1  L53  has 
bt!en  received.  Distribution  uf  the  Form  iOOd 
MLSC  (or  Form  W-2)  to  beneficiaries  of  decea.sed 
employees  should  be  made  as  soon  as  fiayment 
has  been  made.  The  Fsirin  KI'W  MLSC  will  be 
prepared  and  submitted  to  the  Social  Security 


Administration  (SSA)  with  the  Form  1096,  "An¬ 
nual  Summary  and  Transmittal  of  U.S.  Informa¬ 
tion  Returns."  Traasfer  unpaid  beneficiary 
compeasation  to  the  coasolidated  civilian  payroll 
office  in  accordance  with  subparagraph 
010504.E.5 

4.  Form  W-2,  "Wage  and  Tax 
Statement.”  The  Form  W-2  for  tin;  current  year 
may  not  bo  available  when  payroll  accounts  are 
transferred  to  the  consolidated  civilian  payroll 
office.  Therefore,  it  will  not  be  po.ssible  to  print 
and  distribute  these  tax  statements.  The  civilian 
payroll  office  assuming  responsibility  for  tlie 
payroll  accounts  shall  print  and  distribute  i'orms 
W-2  at  the  end  of  tlie  current  tax  year  using  the 
EIN  and  address  of  Ihe  losing  civilian  payroll 
office.  The  losing  civilian  payroll  office  shall  be 
n'sponsible  for  undeliverable  tax  slalemenls 
except  in  the  case  of  a  complete  base  closure.  In 
the  case  of  a  base  closure,  the  consolidated 
civilian  payroll  office  shall  assume  responsibilily 
for  uiideliverable  Forms  W-2.  See  subparagraph 
()9()2(I7.C.L  for  additional  inforinalion. 

5.  F'omi  941/941C.  Prepare  and 
balance  the  b'orm  941  foi  all  wages,  deductions, 
and  contributions  tor  the  quarler  of  convei-sion 
and  prepare  Form  94Ic  for  prior  quarlers  as 
nece.ssary.  Mail  tlie.se  tax  reports  as  soon  as  all 
nece.ssary  bdanclng  lias  been  done.  I'orm 
941 /941c  must  be  filed  within  the  lime  liniils 
specified  in  Circular  H  (reference  (i)).  Inform  tlie 
IKS  of  the  gaining  civilian  payroll  office's  ud- 
dre.ss  and  EIN, 

6.  i9rderal  lax  Rejioi'ting. 
Magnetic  lapi'  specifications  lor  the  curi  ent  yi'ar 
may  not  lie  available  wlieii  ]iayroll  accounts  are 
translerred  to  tlie  consolidated  civilian  payroll 
office.  Then’fore,  it  may  not  be  possible  to  cnate 
tile  year-end  lajie  at  tlie  lime  payroll  accounts 
an'  transferred.  Convemion  proci'dures  will 
contain  instructions  for  preparation  and  delivery 
of  data  files  which  will  be  used  in  creating  file 
iiiagiii'lic  tape. 

7.  State  and  Local  Annual  Tax 
Reports.  lTe|iiire  all  Stale  ami  local  tux  reports 
for  tile  year  of  transfer.  Taxabli'  wages  and  year- 
to-date  tax  deductions  must  be  balanced  ior  all 
affected  employees  and  any  nei  e.ssary  corrections 
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or  adjustments  made.  Submit  all  State  and  local 
annual  tax  reports  to  the  applicable  taxing 
authority  as  soon  as  they  arc  balanced  and 
reconciled.  State  and  local  tax  reports  must  bo 
filed  within  the  time  limits  specified  by  the  state 
or  local  authority. 

8.  Department  of  Labor  Quarter¬ 
ly  Continuation  of  Fay  Report,  Prepare  the 
Department  of  Labor  Quarterly  Continuation  of 
Pay  Report  as  of  the  last  pay  period  paid  by  the 
losing  civilian  payroll  office.  Submit  the  Depart¬ 
ment  of  Labor  Quarterly  Continuation  of  Pay 
Report  in  accordance  with  normal  distribution 
instructioas  as  soon  as  possible  after  the  end  of 
the  last  pay  period  paid,  but  not  later  than  30 
days  -after  the  date  of  the  last  payday. 

9.  Report  of  Work  Yeais  and 
Personnel  Costs  for  Dol  t  Civilian  IZmployment 
(0197-Ol'M-AN).  Prepatv  Part  C  (Leave  Harned 
and  Used)  of  the  Report  of  Work  Years  and 
Personnel  Costs  for  DoD  Civilian  Employment  as 
of  the  last  pay  period  paid  by  the  losing  civilian 
payroll  office.  Part  C  was  formerly  I’art  D  and 
has  been  redesignated  for  fiscal  year  1992.  The 
report  should  contain  leave  infomiation  for  ail 
pay  periods  paid  during  the  current  leave  year 
by  the  losing  civilian  payroll  office.  Submit  the 
Report  of  Work  Years  and  Peisonnel  Costs  for 
DoD  Civilian  Employment  in  accordance  with 
instructioas  as  soon  as  possible  after  the  end  of 
the  last  pay  period  paid,  but  not  later  than  the 
mgularly  scheduled  submission  date. 

10.  Report  of  Personnel  and 
Payix-11  Outlays  by  Operating  Location  (KCS; 
DIJ-COMP(A)  1600).  Prepan’  the  Report  of 
Personnel  and  PayiX>ll  Outlays  by  Operating 
Location  as  of  the  last  pay  period  paid  by  tlie 
losing  civilian  payroll  office.  1  he  report  should 
contain  information  from  tlie  fourih  quartei  of 
tl)i!  prior  calendar  year  and  all  pay  periods  paid 
prior  to  the  transfer  of  payroil  aecounl.s  to  tlie 
consolidated  civilian  payroll  office.  Submit  the 
Report  of  I’ei-sonnel  and  I’ayroll  Outlays  by 
Operating  l.ocalion  in  accordance  with  instruc¬ 
tions  as  soon  as  possilde  after  the  end  of  tlie  lust 
pay  period  paid,  but  not  taler  Ilian  tlie  regularly 
selieduled  submission  date. 


11.  Report  of  Collections  for 
Federal  Salary  Offset  (RCS:  OD-COMP(M)  1659). 
Prepare  the  Report  of  Collections  for  Federal 
Salary  Offset  as  of  the  last  pay  period  paid  by 
the  losing  civilian  payroll  office.  Ihe  report 
should  contain  all  collections  made  during  the 
month  in  which  the  losing  civilian  payroll  office 
accounts  are  transferred  to  the  coasolidated 
civilian  payroll  office.  Submit  the  Report  of 
Collections  for  Federal  Salary  Offset  to  the 
departmental  level  as  soon  as  possible  after  the 
end  of  the  last  pay  pericxd  paid,  but  not  later 
than  the  regularly  scheduled  submi.ssion  date. 

G.  Balance,  Close  Out,  and  Transfer 
Retirement  Records.  All  SFs  2806/311)0  must  be 
balanced,  clo.sr‘d  out,  and  trunsfened  from  the 
losing  civilian  paynill  office.  The  OPM  lia.s 
agreed  to  accept  all  SF's  2806/3100  for  the 
CSRS/FER.S  a:,  a  j.art  of  the  consolidation  initia¬ 
tive.  This  in'^ludes  those  records  being  main¬ 
tained  for  frozen  CSRS  aceouirls  and  military 
deposits.  Records  will  only  be  forwarded  to  the 
OPM  when  the  civilian  payroll  office,  the  depart¬ 
mental  reporter,  and  the  OPM  are  in  balance. 
Listed  below  are  the  tusks  which  must  l>e  accom¬ 
plished  in  order  to  submit  the  SFs  2806/3100. 

1.  Resolve  Retirement  Plan  Db- 
crepancies.  Employees  who  have  been  erro¬ 
neously  placed  in  an  incorri^et  retimmi’nl  plan, 
and  who.se  lecoixis  have  nol  been  adju.sled,  must 
have  such  adjustments  completed  prior  to  sul> 
nulling  the  ixrcords  to  the  OPM.  Coninlele 
adjustment  aelion.s  underway  to  correct  llie  Si's 
2806/3100  and  correct  as.st)ciated  mports  such  as 
the  SP  2812,  "journal  Voucher  and  Report  of 
Withholdings  and  Contribulions  lor  1  lealih 
Benefits,  Group  Life  Insurance  and  Relireinent," 
and  Form  941  as  neces.sary.  Inform  the  consoli¬ 
dated  civilian  payroll  office  of  any  changes  to 
previously  ci'iwerled  data  such  as  year-to-date 
Social  Security  and  Medicam  wages.  In  addition, 
ret|ue.si  the  servicing  civilian  peisonuei  uflices  iu 
perform  a  review  of  umi''loyee  n’cords  to  ensure 
that  pr(‘vi(»usly  n'ported  relirenient  plans  are 
con'ect.  linsuri’  that  frozen  CSRS  accounts  liavi- 
been  properly  handled  in  accordance  with 
inslruciioas  conlaini'd  in  OPM  I’ayroll  Office 
Ix'lter  88  13,  dated  Novembei'  8,  1988  (reference 
0))- 
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2.  Complete  SF  2806  /  3100 
i’osfing.  liasure  that  the  Name  History,  date  of 
birth,  SSN,  payroll  office  information,  Service 
History,  and  Fiscal  History  on  the  SF  2806/3100 
are  completely  posted.  The  Name  History  and 
Serv’ice  History  mast  contain  all  SF  50  data 
received  during  the  last  pay  period.  The  Fiscal 
History  calendar  year  salary  deductions  for  the 
current  pay  year  must  include  deductions  for  the 
last  pay  period  paid  by  the  losing  civilian  pay- 
n.ill  office.  Annotate  the  last  entry  of  the  Service 
History  with  the  following:  "Transfer  of  payroll 
function  to  the  IDefense  Civilian  I’ay  System  -- 
(name  of  consolidated  civilian  payroll  office)." 
For  example,  the  records  for  those  payroll  ac¬ 
counts  transferred  to  the  Denver  Center  would 
read:  "Transfer  of  payroll  iont  lion  to  Defense 
Civilian  Pay  System  -  DFAS  -  Deliver  Center." 

3.  Balance  SFs  2806/3100.  The 
monetary  amount  contained  on  the  last  posting 
on  the  Fiscal  History  Accumulative  Total  Salary 
Diductions  for  each  hard  copy  SF'  2806/3100 
must  be  in  agreement  with  cumulative  retire¬ 
ment  deductions  frtreach  employee  contained  in 
the  automated  civilian  payroll  system.  Ultimate¬ 
ly,  this  amount  must  also  be  in  agreement  with 
cumulative  amounts  agreed  upon  by  the  0PM 
and  the  departmental  level.  Discrepancies  must 
Ih:  a’.solved  and  corrective  action  taken  to  adju.st 
either  cumulative  retirement  deductions  and/or 
hard  copy  SFs  280fi/310(). 

4.  Balance  Military  LX'posit 
VVoi'ksheels.  linsure  that  all  repayments  (cash 
collections  or  payroll  deductions)  made  for 
mililary  service  credit  deposits  liave  been  po.Oed 
to  the  OPM  I'oiiii  1.514  and  lire  a'lnaining  l>.il 
ance  reflects  accrued  interest  through  the  date  of 
tlie  last  payment.  Al.so  eivsun-  that  each  OPM 
Form  1514  is  supporled  by,  and  is  in  agreement 
witli,  the  SF  2806/3100  maintained  for  tlrat 
purpose.  Ihis  SF'  2806/3100  is  separate  and 
apari  from  the  SF'  2806/3100  maintained  for 
regular  relin:ment.  Ensure  that  all  eolleetions 
have  Iven  reported  via  tire  SF'  2812. 

5.  Balance  TSF  Aeeounls. 
Amount.s  reported  to  NFC  on  Form  TSI’-2, 
"  Thrift  Savings  Plan  Certifications  of  'I  ransfer  of 
Idnds  and  Journal  Voucher,"  inusi  tv  in  agree¬ 
ment  with  amounis  n'ported  by  the  disbursing 


officer  fo  the  departmental  level.  The  depart- 
menlal  level  will  have  performed  an  analysis  of 
the  two  amounts  based  on  information  provided 
by  the  disbursing  officer  and  tire  NFC.  The 
losing  civilian  payroll  office  will  be  responsible 
firr  reconciling  the  difference  and  making  neces¬ 
sary  adjustments. 

6.  Balance  SFs  2812.  Amount.s 
reported  to  Ihe  OPM  on  tlie  SF  2812  must  be  in 
agr>:eit!enl  with  amounts  repoiled  by  the  dis¬ 
bursing  officer  to  lire  depnrtrnerrlal  level.  The 
departmental  level  will  have  iierfonned  an 
analysis  of  Ihe  two  amounis  based  on  inlorma- 
lion  provided  by  Ihe  disbursing  officer  and  tire 
OPM.  The  losing  civilian  payroll  office  will  be 
responsible  for  reconciling  the  diflerence  and 
making  necessary  adjustments.  Ensure  that  all 
collections  liavc  been  reported  via  the  SF'  2812. 

7.  Certify  SFs  2806/3100.  Eaeli 
SF  2806/3100  must  be  certified  lor  its  accuracy. 
The  certification  will  begin  on  the  line  l>elow  tlie 
last  fiscal  entry  and  will  carry  Ihe  annolalion 
"Deductions  and  service  certified  correct."  Thi' 
payroll  certifying  oflicer  will  be  responsible  for 
signing  Ihe  eertificalion. 

8.  Transmil  SFs  2806/3100.  All 
SFs  2806/31()()  for  CSKS  and  I'liRS  shall  be  for¬ 
warded  to  the  OPM,  This  inelude.s  those  records 
being  inainluined  for  frozen  CSKS  aeeounls  and 
mililary  deposits.  SI'  2807,  "Kegisler  ol  Separa- 
tioas  and  Franslers,"  for  CSK.S  and  SF'  3103, 
"Kegisler  of  .Separations  and  I  ran.'ders,"  lor  I'EKS 
siiall  !)<•  prepared  lo  forward  records  to  Ihe 
tlPlVI.  A  eopy  of  Ihe  I'egisler  shall  be  inovitled 
lo  the  consolidated  civilian  payroll  olliee.  In 
order  lo  ininimi/.e  llie  number  of  regisleis  sub 
milted  lo  Ol’M,  eacli  register  except  foi'  Ihe  Iasi 
sliould  conlain  100  ri'eords.  I  he  records  will  he 
arranged  in  aljiliabelic.d  ordei'  williin  the  regis¬ 
ter.  tlnly  lire  last  page  of  Ilie  regi.sier  should 
cont.iin  page  tolai.s,  totals  Inought  forward  from 
pag.i'...,  and  iucumulated  loliifs  to  dale;  tiu'iefou', 
except  for  the  final  page  of  each  rej>,i.sler,  cut  off 
each  page  just  above  the  "Page  Totals"  blm  k. 

a.  Idnplovees  who separak' 
or  retire  lielore  tiieir  ree\)rds  ai’c  Iranslerred  lo 
Ihe  (IPM  will  tiavi-  their  SFs  2806/3100  sid'inil- 
led  iniini'dialelv  in  aciordaiu'e  with  'dandaiii 
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procedures.  They  will  not  be  batched  with  other 
records  submitted  to  the  0PM  as  part  of  the 
tran.sfer  of  the  payroll  function.  The  consoli¬ 
dated  civilian  payndl  office  must  be  informed  of 
the  register  number  that  submits  this  type  of 
record  so  the  number  may  be  annotated  on  the 
retirement  transmittal  submitted  to  the  OPM 
from  ihe  consolidated  civilian  payroll  office  for 
the  same  employee.  This  will  allow  the  OPM  to 
combine  both  submissioas  into  one  package. 

b.  SFs  2807  received  by  a 
losing  civilian  payroll  office  after  payroll  ac¬ 
counts  have  been  transferred  to  the  consolidated 
civilian  payroll  office  will  lie  returned  to  the 
sender.  Attach  the  SF  2807  to  a  memorandum 
explaining  that  the  payroll  accounts  have  trans¬ 
ferred  to  the  consolidated  civilian  payi'oll  office 
and  the  SFs  2H06/31(K)  must  be  sent  to  the  OPM. 
A  sample  memorandum  is  at  Figuiv  1-11. 

9.  Make  Final  Adjustments.  The 
OPM  and  the  departmental  level  will  reconcile 
the  civilian  payroll  office  retirenrent  balances  for 
each  year  to  determine  a  mutually  agmeable 
cumulative  relirement  balance.  That  will  repre¬ 
sent  the  balance  with  wl-.icli  tl\e  civilian  payroll 
office  must  reconcile  tlie  Si's  28l)('i/31(K).  In  .some 
instances,  it  may  be  impossible  to  reconcile  tliis 
cumulative  balance  to  the  total  number  of  SFs 
28116/311)0  on  hand.  Therefore,  certain  final 
adjustments  may  be  nece.ssary  either  on  the  part 
of  the  civilian  payroll  office  or  the  OPM.  As 
adjustments  may  vary  fniin  civilian  payroll  office 
to  civilian  payroll  office,  each  departmental  level 
will  instruct  civilian  payroll  offices  as  to  what 
actions  must  lx-  taken  for  llieir  particular  case. 
Ihe  gaining  civilian  payroll  office  lias  tlie  re 
.sponsibility  for  making  all  adjustments  and 
inlonning  the  losing  civilian  payroll  office  de¬ 
partmental  reporter  of  any  adjustments  made. 

10.  Clear  OPM  Discrepancy 
Notifications.  All  outstanding  OPM  discrepancy 
notifications  must  be  ivsolved  and  returned  as 
soon  as  possible,  but  not  later  than  2  weeks  after 
the  last  SF  2806/3100  has  been  submitted. 

11.  Microfilm /Mieroficlie  Slss 
2806/3100.  A  permanent  recon'  of  SFs 
2806/3100  must  be  made  in  ca.se  they  an-  lost  or 
destroyed  during  submission.  Microfilm  or 


microfiche  all  SFs  2806/3100  prior  to  shipment 
from  the  kwing  civilian  payroll  office.  If  micro¬ 
fiche  is  used,  it  must  be  of  a  quality  acceptable 
for  the  General  Records  Schedule  (reference  (g)). 
Retirement  cards  are  to  be  filmed  in  the  same 
order  as  they  appear  on  the  register  to  OPM.  The 
quality  of  the  product  should  be  reviewed  after 
records  arc  microfiched  to  ensure  the  records  are 
legible.  Two  sets  of  micixtfilm/mici-ofiche  must 
be  prouuced.  One  set  must  be  retained  as  a  part 
of  the  documents  retained  by  the  losing  civilian 
paymll  liffice  and  one  set  must  be  forwarded  to 
the  consolidated  civilian  payroll  office. 

H.  Complete  In-Process  Adjustments, 
Losing  civilian  payroll  offices  may  have  work  in 
progress  that  will  not  be  completed  prior  to  the 
transfer  of  paymll  accounts  to  the  consolidated 
civilian  payroll  office,  lixamples  of  these  types 
of  adjustments  would  include  reseaivli  and 
recalculation  of  retn)active  adjustments  to  pay, 
leave,  and  dedurtions, 

1.  AdjustmeiiLs  for  active  em¬ 
ployees  that  have  not  been  updated  in  the  losing 
civilian  payroll  office's  current  payroll  system 
will  not  Ik>  included  in  data  converted  for  the 
consolidated  civilian  payroll  office.  Thu  losing 
civilian  payroll  office  must  complete  Ihe  action 
and  inform  the  consolidated  civilian  payroll 
office  of  the  results  so  tls  t  office  may  lake  llie 
appropriate  action. 

2.  Inactive  employee  records 
will  not  be  converted  for  the  consolidated  civil¬ 
ian  payroll  office.  The  losing  civilian  payroll 
office  must  complete  the  in-pn)ci',ss  adjuslinenl 
ai\d  take  appropriate  action  lo  ensure  the  records 
and  reports  applicable  lo  that  office  incluile  the 
adjusted  amounts.  Forward  any  report  which 
has  changed  and  wliieh  was  previously  included 
in  Ihe  payroll  office  substantiating  document 
files  to  tlie  consolidated  civilian  payroll  office. 

I.  Prepare  Hard  Copy  Hislorieal 
l-iles.  The  losing  civilian  payroll  office  will  lx‘ 
responsible  for  maintenance  and  disposition  of 
tliose  residual  records  which  are  not  forwarded 
to  the  consolidated  civilian  payroll  office.  These 
records  fall  into  two  categories:  those  having  a 
pennanent  re'tention  and  are  forwarded  to  the 
NPRC,  St.  Loui.s,  Missouri,  after  a  prescribed 
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time  limit;  and  those  having  a  temporary  reten¬ 
tion  and  are  destroyed  after  being  held  for  a 
prescrilx’d  time  limit.  Records  disposition  will 
be  in  accordance  with  Component  instrm  lioas 
pmviously  followed  by  the  losing  civilian  payroll 
office. 


1.  Pormanoni  Retention 


a.  Individual  Pay  Records 
(or  equivalent)  will  be  retained  and  submitted  to 
the  NPRC  in  accordance  with  Component  reten¬ 
tion  requirements.  Transfer  records  which  have 
been  retained  longer  than  the  last  date  pre¬ 
scribed  by  Component  regulation  to  the  NPRC 
within  9U  days  after  transfer  of  payroll  accounts 
to  the  consolidated  civilian  payroll  office.  For¬ 
ward  one  copy  of  the  SF  135  that  accompanied 
these  records  to  NPRC  to  the  consolidated 
civilian  payroll  office. 

b.  The  losing  civilian  pay¬ 
roll  office  must  continue  to  submit  records  of 
this  type  to  the  NPRC  on  an  annual  basis,  as 
prescribed  by  Component  directive,  until  there 
are  no  records  having  permanent  retention 
remaining.  By  January  31sl  transmit  each  year's 
submission  and  forward  a  copy  of  the  SF  135  to 
the  consolidated  civilian  paynill  office. 

2.  Temporary  Retention.  Payroll 
substantiating  files  which  support  biweekly 
computations  and  provide  an  audit  trail  must  be 
iviained  in  accordance  with  Component  reten¬ 
tion  requirements.  Examples  of  these  files 
include  residual  employee  substantiating  docu 
nienl  files,  Quarterly  Individual  Leave  Record 
I  I.  .■quivalent),  and  time  and  attendance  reports. 
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MEMORANDUM  FOR  CIVILIAN  PERSONNEL  OFFICERS 
SUBJECT:  Change  in  Payroll  Servicing  Arrangement 


The  Department  of  Defease  has  an  initiative  underway  to  consolidate  its  payroll  operations  and 
to  use  a  standard  automated  civilian  payroll  system.  The  Defense  Civilian  Pay  System  has  been 
selected  as  the  standard  system,  and  the  first  of  the  consolidated  sites  has  been  designated  at  the 
Defense  Finance  and  Accounting  Sere  ice  Center  located  at  Denver,  Colorado,  The  payroll  office 

located  at  (payroll  office  name  and  address).  Payroll  Office  Number _ ,  is  scheduled  to  be 

consolidated  into  the  Denver  Center  effective  with  the  pay  period  beginning _ .  The  Payroll 

Office  Number  assigned  to  the  Denver  Center  is  97-380100. 

This  memorandum  is  to  officially  notify  you  of  the  impending  change  in  the  payroll  servicing 
arrangement,  and  to  request  that  you  disseminate  this  information  to  all  affected  parties  including 
State  unemployment  offices.  We  are  particularly  interested  in  ensuring  that  all  labor  organizations 
and  other  like  employee  a.ssociation.s  be  notified  well  in  advance  of  the  change  in  servicing  arrange¬ 
ment  and  the  effective  date  so  they  may  inform  their  members.  The  CVnvcr  Center  will  be  forwarding 
a  "welcome"  package  In  you  under  separate  cover.  This  package  will  explain  in  greater  detail  the 
payroll  services  which  will  he  provided  and  will  also  outline  changes  which  you  may  expect. 

It  is  also  requested  that  you  initiate  action  to  change  the  servicing  Payroll  Office  Number 
associated  with  each  employee  record  contained  in  your  automated  civilian  personnel  system.  This 
change  is  necessary  to  ensure  that  automated  submissioas  of  entitlement  and  deduction  data  are 
directed  to  the  proper  payroll  office.  The  change  in  servicing  Payroll  Office  Number  should  be  made 

after  completing  all  trarisactions  for  the  pay  period  ending _ ,  and  before  initiating  tlii'  first 

traasaction  for  the  pay  period  beginning _ .  We  have  established  a  cut  off  dale  of _ whidt 

will  be  the  last  date  transactions  may  be  received  and  processed  by  this  payroll  office.  You  are 
roquested  to  make  every  effort  to  honor  this  date  as  we  must  Ik>  in  a  position  to  complete  final  pay 
period  processing  and  prepare  for  the  transfer  of  payroll  files  to  the  coasolidated  site. 

The  point  of  contact  for  (local  payroll  office!  is _ .  He/she  may  be  reached  ul _ .  The 

point  of  contact  for  the  Denver  Center  is _ .  He/,she  may  be  roached  lelephonically  at _ ,  or 

by  addressing  mail  to  the  Defease  Finance  and  Accounting  Service  -  Denver  Center,  Attn;  DFAS- 
DE/FNA,  6760  E.  Irvington  Place,  Denver,  Colorado  80279-4000. 


Local  Finance  and  Accounting  Officer 


Attachment 


Figuri'  1-1,  Sample  Memorandum  to  Civilian  Personnel  Olficers 


Volume  8,  Chapter  01 


DoD  Financial  Management  Regulation 


Intcmiil  Revenue  Service 
Street  Address 
City,  State  ZIP  Code 

Dear  Sir: 

The  Department  of  Defense  has  an  initiative  underway  to  consolidate  its  payroll  operations  and 
to  use  a  standard  automated  civilian  payroll  system.  The  standard  system  has  been  selected,  and  the 
first  of  the  consolidated  sites  has  been  designated  at  the  Defense  Finance  and  Accounting  Service 
Center  iocated  in  Denver,  Colorado.  The  payntll  office  located  at  fpayrull  office  name  and  addres.sl  is 
scheduied  to  be  consolidated  into  the  Denver  Center  effective  with  the  pay  period  lx:ginning _ 

This  letter  is  to  officially  notify  you  of  the  impending  change  in  the  payroll  servicing  arrange¬ 
ment,  and  to  inform  you  that  remittances  for  tax  levies  and  voluntary  repayment  of  delinquent  taxes 

will  no  longer  be  made  by  this  payroll  office  after _ Enclosed  is  a  list  of  employees  within  your 

jurisdiction  for  which  this  office  is  making  payroll  deduction  for  tax  levy(s).  The  Form  66K-W  (Notice 
of  Levy  on  Wages,  Salary,  and  Other  Income)  provided  to  this  payroll  office  has  been  forwarded  to 
the  Denver  Center  a.s  part  of  the  official  records  of  that  office.  The  Denver  Center  will  honor  the 
Notice  of  Levy,  and  you  may  expect  to  receive  the  first  remittance  from  the  Denver  Center  on  oi'  atiout 

_ .  Levies  which  have  been  misrouted  to  tliis  office  and  received  after _ will  be  forwarded 

directly  to  the  Denver  Center. 

The  point  of  contact  for  (local  navroll  officel  is  .  He/she  may  tx'  readied  at _ .  Thu 

point  of  contact  for  the  Denver  Center  is _ .  He/she  may  Ivj  reached  telephonically  at _ ,  or 

by  adda’ssing  mail  to  the  Defease  Finance  and  Accounting  Service  -  LXmver  Center,  Attn;  DF'AS- 
DE/FNA,  f)76()  E.  Irvington  Place,  Denver,  Colorado  H()279-40()(). 


Sincerely, 


0 


Local  Finance  and. Accounting  Officer 


Enclosure 


Pigure  1-2,  Sample  F.etter  to  Internal  Revenue  Si’rvice 
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I 

I  Internal  Revenue  Service 

I  (Enter  address  of  Regional  Service  Center) 


Dear  Sir: 

The  purjuise  of  this  letter  is  to  advise  you  that  all  civilian  payroll  accounts  located  at _ 

Employer  Identification  Number  (EIN) _ will  be  moved  to  a  consolidated  civilian  payroll 

office  located  at _ ,  effective _ 

The _ uses  Employer  Identification  Number _ .  Its 

address  is: 


Civilian  employees  affected  by  tne  consolidation  will  receive  two  Wage  and  Tax  Statements 

(Forms  W-2)  for  tax  year _ . _ will  issue  Forms  W-2  to  employees  and  submit  Federal 

tax  reports  to  the  IRS  llvrough _ .  The _ will  also  issue  Forms  W-2  to 

employees  lor  wages  paid  Ix’ginning _ through  the  end  of  the  current  lax  year.  Although _ 

_ will  perform  no  lurlher  annual  civilian  payixill  reporting  after  tax  year  we  may  have 

occasion  to  report  certain  adjustmenl.s  for  civilian  employees  against  it  in  the  future,  Therefoiv,  it 
must  continue  to  lx;  availalile  for  this  jiurpicse. 
lion  should  lx  directed  to _ 


Any  que.stions  which  pertain  to  the  jilanned  consolida- 


Sincerely, 


local  Finance  and  Accounting  (Officer 


■igure  1-3,  Sample  Letter  to  Internal  Revenue  Service  for  Closure 
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Stalc/Local  Taxing  Authority 
Street  Address 
City,  State  ZIP  Code 

IX'ar  Sir: 

The  Department  of  Defense  has  an  initiative  underway  to  consolidate  its  payroll  operations  and 
to  use  a  standard  automated  civilian  payroll  system.  The  standard  .system  has  iK-en  .selected,  and  the 
first  of  the  coasolidated  sites  has  been  designated  at  the  Defense  Finance  and  Accounting  Service 
Center  ItKated  in  Denver,  Colorado.  The  paynill  office  located  at  (payroll  office  name  and  address), 

Fiiiployer  Identification  Number  (E!N) _ ,Js  scheduled  to  be  consolidated  into  the  Denver  Center 

effective  with  the  pay  period  beginning _ . 

This  letter  is  to  officially  notify  you  of  the  im[>ending  change  in  the  payroll  sei*vicing  arrange¬ 
ment,  and  to  inform  you  that  the  withholding  and  remittance  of  taxes  for  your  jurisdiction  will  no 

li'nger  be  made  by  this  payroll  office  after _ .  The  Denver  Center,  FIN _ ,  will  be 

withholding  taxes  according  to  your  published  forinula.s,  and  remittance  will  lx;  in  accordance  with 
your  agreement  with  the  f  V'partment  of  the  Treasury. 

We  will  be  providing  you  lax  reports  as  a  part  of  our  normal  diseslablishinenl  procedures.  These 
reports  will  include  tliose  nonnally  furnislied  to  you  after  the  end  of  the  tax  year  other  than  Form  W-2 
and  automated  repoi'ting  media.  The  Form  W-2  to  individual  employees  will  he  produced  and 
distributed  after  the  end  of  tlie  fax  year  by  the  coiisolidafed  payroll  office.  You  will  also  iveeive  year- 
end  automated  reporting  at  that  time. 

The  point  of  conlact  for  (local  navroll  ufficef  is _ Hc/slie  may  he  reached  at _ .  Tlie 

point  of  conlact  for  the  Denver  Center  is _ .  He/she  may  be  teached  leleiihonically  al _ ,  or 

by  addre.ssing  mail  In  the  Di'fen.se  Finance  and  Accounting  Service  IX'iiver  Center,  Alin:  Dl'AS- 
Dli/FNA,  (i7()()  E.  Irvington  I’lace,  L>nver,  Colorado  8I)279-4(MI1). 


Sincerely, 


Focal  I'inance  and  Accounting  Dfficer 


I'igure  1-4,  Sample  Fetter  to  Slate/L.ocal  Taxing  Authority 
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National  Finance  Center 

Thrift  Savings  Plan  Operations  Office 

P.O.  Box  61150 

New  Orleans,  Louisiana  70161-1500 
Dear  Sir: 


The  Department  of  Defease  has  an  initiative  underway  to  consolidate  its  payroll  operatioas  and 
to  use  a  standard  automated  civilian  payroll  system.  The  standard  system  has  been  .selected,  and  the 
first  of  the  coasolidated  sites  has  been  designated  at  the  Defense  Finance  and  Accounting  Service 
Center  located  in  Denver,  Colorado.  The  payroll  office  located  at  fpayroll  office  name  and  adda'ssL 

Payroll  Office  Number _ ,  is  s>.heduled  to  be  coasolidated  into  the  Denver  Center  effective  with 

the  pay  date  of _ .  The  Payroll  Office  Number  a.ssigned  to  the  ITenver  Center  is  97-38-0100. 

This  letter  is  to  officially  notify  you  of  the  impending  change  in  the  payroll  .servicing  arrangement 
so  that  you  may  make  the  necessary  changes  Ui  your  records.  Employee  data  records  for  the  final 
submission  from  this  payroll  office  will  contain  the  TSP  Separation  Ct)de  "T"  for  those  records  which 
are  being  transferred  to  the  Denver  Center.  All  other  records  will  carry  the  TSP  Separation  Code 
applicable  to  the  particular  employee  being  reported.  Enclo.sed  is  a  list  of  employees  cuirently  having 
deductions  made  for  TSP  loaas.  Documentation  to  support  the.se  loans  will  be  Iranjiferred  to  the 
LX'nver  Center,  and  you  may  expect  to  receive  loan  payment  data  along  with  regular  biweekly 
employee  data  and  payment  record  submissioas. 

The  point  of  contact  for  flocal  payroll  officel  is _ I  le/she  may  Ih‘  reached  at _ ,  The 

point  of  cimtact  I'or  the  Denver  Center  is _ .  He/she  may  Ik;  reached  telephonically  at _ ,  or 

by  addressing  mail  to  the  Defense  Finance  and  Accounting  Service  -  IX'iwer  Center,  Attn:  DF'AS- 
DE/1‘NA,  ()76l)  E.  Irvington  Place,  l.Xmver,  Colorado  80279-4001). 


Sinci'rely, 


Local  Finance  and  Accounting  Dfficer 


Enclosure 

cc: 

Thrift  Investment  Board 

NOTE:  Addn.'ss  correspondence  to  the  Thrift  Investment  Board  as  follows: 

Federal  Retirement  Thrift  Investment  Board 
805  Fifteenth  Streel,  NW 
Washington,  IX'  20005 


I'igure  1-5,  Sample  Letter  to  National  Finance  Center 
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Court  of _ 

Siri'L't  Address 
City,  State  ZIP  Code 

rx?ar  Sir; 

The  Department  of  Defease  has  an  initiative  underway  to  consoiidate  its  payroil  operations  and 
to  use  a  standard  automated  civilian  payroll  system.  The  standard  system  has  been  selected,  and  the 
first  of  the  coast)lidated  sites  has  been  designated  at  the  Defense  Finance  and  Accounting  Service 
Center  located  in  Deliver,  Colorado.  The  payaill  office  located  at  fpayroll  office  name  and  address)  is 
scheduled  to  be  consolidated  into  the  Denver  Center  effective  with  tire  pay  period  beginning _ . 

This  letter  is  to  officially  notify  you  of  tl>e  impending  change  in  the  payroll  servicing  arrangi;- 
meiit,  and  to  inform  you  that  withholding  and  remittance  of  payments  for  (alimony,  child  support, 

liankruptcy,  commercial  debt)  will  no  longer  bo  made  by  this  payroll  office  after _ .  The 

enclosed  list  reflects  employees  who  are  having  deductions  made  by  this  payroll  office  on  your  belialf. 
The  Denver  Center  has  been  provided  the  official  court  documentation  and  will  continue  to  honor  the 
collection.  You  may  expect  to  receive  remittances  from  thmn  on  a  biweekly  basis  beginning  on  or 
about _ , 

Ihc  point  of  contact  for  flocal  payroll  office!  is _ .  He/she  may  be  reached  at _ .  The 

poinl  of  contact  for  the  Denver  Center  is _ .  He/she  may  lie  reached  lelephonically  at _ ,  or 

by  addressing  mail  to  the  IX'fense  Finance  and  Accounting  Service  -  Di*nver  Center,  Attn:  DFA.S- 
DF/l'NA,  67()()  F.  Irvington  Place,  Di-nver,  Colorado  K()27‘M(l()t). 

Sincerely, 


l,ocal  Finance  and  Accounting  Officer 

l•'.^ciosure 


I'ijiure  1-6,  Sample  l,elter  to  C'ourts 
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Federal  Reserve  Bank/ Financial  Institution 
Street  Address 
City,  State  ZIP  Code 


Dear  Sir: 

The  Department  ol'  Defense  has  an  initiative  undenvay  to  consolidate  its  payroll  operations  and 
to  use  a  standard  automated  civilian  payroll  system.  The  .standard  system  has  been  selected,  and  the 
first  of  the  consolidated  sites  hus.been  designated  at  the  Defense  Finance  and  Accounting  Service 
Center  located  in  IX’nvor,  Colorado.  The  payroll  office  located  at  fpavntll  office  name  and  address!  is 
scheduled  to  be  consolidated  into  the  Denver  Center  effective  with  the  pay  period  beginning _ . 

This  letter  is  to  officially  notify  you  of  the  impending  change  i.  the  payroll  servicing  arrange¬ 
ment,  and  to  inform  you  that  remittances  for  net  salary  payments  and  allotments  will  no  longer  be 

furnished  by  this  payroll  office  after _ .  Previously  completed  employee  authorization  for 

deposit  to  accounts  will  be  transferred  to  the  Denver  Center,  and  the  Dimver  Center  will  continue  to 
honor  these  authorizations.  You  may  expect  to  receive  the  first  nemitl.ince  from  the  ITenver  Center  on 
or  about _ 

The  point  of  contact  for  (local  payroll  officel  is _ ,  He/she  may  be  readied  at _ .  Tlie 

point  of  contact  for  the  Denver  Center  is _ .  He/she  may  be  mached  telephonically  at _ ,  or 

by  addressing  mail  to  the  DiTease  Finance  and  Accounting  Service  -  Denver  Center,  Attn;  DFAS- 
DF/FNA,  6760  E.  Irvington  Place,  Denver,  Colorado  80279-4l)tM). 

Sincerely, 


Lx)cal  Finance  and  Accounting  Officer 


Figure  1-7,  Sample  Letter  to  Federal  Reserve  Hank/Financiul  institution 
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Fiscal  Management  Division 
Retirement  and  Insurance  Division 
Office  of  Personnel  Management 
Washington,  DC  20415-0001 

Dear  Sir: 

The  Department  of  Dcfeiese  has  an  initiative  underway  to  consolidate  its  payroll  operations  and 
to  use  a  standard  automated  civilian  payroll  system.  The  standard  .sy.stem  has  been  selected,  and  the 
first  of  tl\e  consolidated  sites  has  been  designated  at  the  Defense  Finance  and  Accounting  Service 
Center  iiKated  in  Denver,  Colorado.  The  payroll  office  located  at  (oavroll  office  name  and  addressl. 

Payroll  Office  Number _ ,  is  .scheduled  to  be  consolidated  into  the  Denver  Center  effective  with 

the  pay  period  bc-ginning _ .  The  Payroll  Office  Number  for  the  Denver  Center  is 

This  letter  is  to  officially  notify  you  of  the  impending  change  in  the  payroll  .servicing  arrange¬ 
ment,  and  to  inform  you  that  you  will  no  longer  receive  biweekly  reports  for  withholdings  and 
contributions  or  annual  retirement  summaric’s  from  this  office.  Submission  of  the  last  SF  2S12, 

"Journal  Voucher  and  Report  of  Withholdings  and  Contributions  for  Health  Benefits,  Group  Life 

Insurance,  and  Civil  Service  Retirement,"  will  be  on _ .  Individual  Retirement  Records  for  tlie 

Civil  Service  Retirement  System  and  the  Federal  Employees  Retirement  System  will  be  forwarded  in 
accordance  with  agreements  you  have  reached  with  the  Director,  Defense  Finance  and  Accounting 
Setvice.  We  will  Ix'  working  closely  with  our  departmental  personnel  and  your  slalf  to  ensure  that 
our  records  are  in  balance  before  they  are  remitted.  Any  questions  concerning  our  nx'ords  once  they 
are  balanced  and  forwarded  should  be  directed  to  the  LX'nver  Center. 

I  he  point  of  contact  for  floral  payroll  office!  is _ He/she  may  be  reached  at  The 

point  of  contact  for  the  IXnver  Center  is _ .  Fle/she  may  be  ivached  telephonieally  at _ ,  oi' 

bv  addressing  mail  to  the  IXfense  Finance  and  Accounting  Service  -  Denver  Center,  Attn;  DF'AS 
d'e/F'NA,  {>7<>0  H,  hvington  Place,  IXnver,  Colorado  «t)27‘MI)l)ll. 


Sincerely, 


Local  F'inatrce  and  Accounting  Officer 


Figure  1-H,  Sample  Letter  to  Office  of  Personnel  Management 
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Nonapproprialed  Fund  Einpinyee  Benefit  System 
Street  Address 
City,  State  ZIP  Code 


Dear  Sir; 


Tlie  Department  of  Defense  has  an  initiative  underway  to  consolidate  its  payroll  operations  and 
to  use  a  standard  automated  civilian  paynill  system.  The  standard  system  has  been  selected,  and  the 
first  of  the  consolidated  sites  has  been  designated  at  the  IX’fense  Finance  and  Accounting  Service 
Center  located  in  Denver,  Colorado.  The  payroll  office  located  at  (payroll  office  name  and  address!  is 
scheduled  to  be  consolidated  into  the  Denver  Center  effective  with  the  pay  period  beginning _ . 

This  letter  is  to  officially  notify  you  of  the  impending  change  in  the  payroll  servicing  arrange¬ 
ment,  and  lo  inform  you  that  remittances  for  Nonappropriated  Fund  retirement  will  no  longer  be 

furnished  by  Ihi.s  payroll  office  after _ .  Responsibility  for  deduction  and  roniiltance  of 

retirement  conttibulions  will  be  assumed  by  the  Denver  Center.  You  may  expect  to  receive  Ihe  first 
remittance  from  the  Denver  Center  on  or  alxiut  _ . 


The  point  of  contact  for  (local  payroll  ('ffice)  is _ .  Ile/she  niay  be  reached  at _ .  Thi; 

point  of  contact  for  the  l>;nver  C(;nter  is _ .  He/.she  may  be  reached  telephonically  at _ ,  or 

by  addressing  mail  to  thi'  Defense  I'inance  and  Aeet'unling  Service;  -  IXmver  Center,  Attn;  DFAS- 
Db/FNA,  67()()  li.  Iivinj^ton  Place,  IX-nver,  Colorado  «0279-4()()(). 


Sincerely, 


Local  I'inance  and  Accounting  Officer 


Figure  1-9  Sann'le  l  etter  to  NAP  Employee  Ht  nefii  System 
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Combined  Federal  Campaign  of _ 

Street  Address 
City,  State  ZIP  Code 

Dear  Sir: 

The  Department  of  Defense  has  an  initiative  underway  to  consolidate  its  payroll  operations  and 
to  use  a  standard  automated  civilian  payroll  system.  The  standard  system  has  been  selected,  and  the 
first  of  the  consolidated  sites  has  been  designated  at  the  Defense  Finance  and  Accounting  Service 
Center  located  in  Denver,  Colorado.  The  payroll  office  located  at  (payroll  office  name  and  address')  is 
scheduled  to  be  consolidated  into  the  Denver  Center  effective  with  the  pay  period  beginning _ 

This  letter  is  to  officially  notify  you  of  the  impending  change  in  the  payroll  servicing  arrange¬ 
ment,  and  to  inform  you  that  withltolding  and  remittance  of  payments  for  charitable  contributioas  will 

no  kmger  be  made  by  tliis  payroll  office  after _ .  The  Denver  Center  will  continue  to  honor 

previously  executed  employee  authorization  i  for  charitable  contributioas.  You  may  expect  to  receive 
remittances  from  the  Denver  Center  on  a  biweekly  basis  beginning  on  or  about _ . 

The  point  of  contact  for  (local  payroll  officel  is _ .  He/she  may  reached  at _ .  The 

point  of  contact  for  the  Denver  Center  is _ ,  He/she  may  Ik‘  reached  telephonically  at _ ,  or 

by  addressing  mail  to  the  Defetese  Finance  and  Accounting  Service  -  l>nver  Center,  Attn:  Dl'AS- 
DE/FNA,  (i76()  E.  Irvington  Place,  Denver,  Colirrado  Ht)279-4()tMI. 


Sincerely, 


Local  Finance  and  Accounting  Officer 


Figure  l-II),  Sample  l.etterlo  Combined  Federal  Camp<iig?i 
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SUBJECT:  Return  of  Individual  Retirement  Records 


The  Department  of  Defense  has  an  initiative  underway  to  consolidate  its  payroll  operations  and 
to  use  a  standard  automated  civilian  payroll  system.  The  standard  system  has  been  selected,  and  the 
first  of  the  consolidated  sites  has  been  designated  at  the  Defense  Finance  and  Accounting  Service 
Center  located  in  Denver,  Colorado.  The  payroll  office  located  at  fnayroll  office  name  and  address). 
Payroll  Office  Number  ,  has  been  consolidated  into  the  Denver  Center  effective  with  the  pay 

period  beginning _ . 

In  addition  to  the  transfer  of  payroll  accounts  to  the  consolidated  site,  the  Office  of  Personnel 
Management  (OPM)  has  agreed  to  accept  all  Individual  Retirement  Records  for  the  Civil  Service 
Retirement  System  and  the  Federal'  Employees  Retirement  Sy.stem.  Therefore,  as  a  result  of  the 
consolidation  effort  and  the  OPM  agreement,  it  is  not  possible  for  this  office  to  accept  the  retirement 
records  attached  to  SF  2W)7  lA  XX-XX.  The  attaciied  SF  2807  is  being  returned  to  you  without  action, 
and  the  Individual  Retiroment  Records  erroneously  forwarded  to  this  office  must  now  be  forwaided  to 
the  OPM.  You  should  prepare  an  SF  28(17  in  the  OPM  series  and  forwaid  the.se  records  as  soon  as 
possible  after  roceipt. 


Attachment 


Local  Finance  and  Accounting  Officer 


Figure  1-11,  Sample  Memorandum  to  Finance  &  Accounting  Office 
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CHAPTER  02 

TIME  AND  ATTENDANCE 


0201  INTRODUCTION 

020101.  Objective.  The  payroll  functional 
objective  for  time  and  attendance  is  to  ensure 
that  the  presence  and  absence  of  employees  are 
accurately  recorded  and  reported  for  computing 
pay,  leave,  and  allowances. 

020102.  Re.sponsibilitie.s 

A.  Emohwini;  Activity's  Resoonsibili- 
ties 

1.  Timekeepers  and  time  and 
attendance  certifiers  have  been  properly  trained. 

2.  Timekeeping  and  time  and 
attendance  certification  priKessing  are  performed 
as  required  by  the  designated  individuals. 

3.  All  required  supporting  diKU- 
mentalion  is  available  for  audit  purposes. 

4.  Procedural  guidance  is  clear 
and  adequate  to  ensure  that  timekeeping  and 
time  and  attendance  certification  are  performed 
correctly. 

.^.  Every  effort  is  made  by  the 
timekeepers  and  time  and  attendance  certifiers  to 
correct  errors  prior  to  electronic  certification. 

0.  All  erroi..  tl\at  were  not 
detected  and  corrected  prior  to  electronic  certifi¬ 
cation  are  reported  promptly  to  the  civilian 
payroll  office.  These  errors  would  include  the 
failure  to  enter  the  correct  separation  date  as 
well  as  other  time  and  attendance  entries. 

13.  Supervisor's  Responsibilities 

1.  Supervisors  are  respoasible 
for  the  timely  and  accurate  preparation,  certifica¬ 
tion,  and  submission  of  time  and  attendance. 
The .  .supervisor  may  assign  checking  of  daily 
attendance  and  posting  of  time  and  attendance 
to  a  timekeeper.  A.ssignment  of  these  duties  to 


a  timekeeper  docs  not  relieve  the  supervisor  of 
the  resp«n.sibility  for  the  accuracy  of  the  time 
and  attendance  to  which  ho  or  she  certifies 
including  that  leave  is  approved  and  adminis¬ 
tered  in  accordance  with  applicable  policies, 
regulations,  instructions,  and  bargaining  agree¬ 
ments.  The  supervisor  spot-checks  attendance 
by  personal  observation  and  reviews  and  initials 
corrections  on  source  documents.  The  supervi¬ 
sor  should  inform  the  timekeeper  when  an 
employee  is  on  atiy  type  of  leave,  or  has  woi'ked 
any  type  of  premium  work. 

2.  Normally,  timekeeping 
msponsibilities  should  be  assigned  to  individuals 
who  can  observe  employees'  attendance  and 
uksence  each  day. 

3.  Supervisors  should  ensure  by 
peisonal  observation  that  exceptiinis  to  the 
employee's  normal  tour  of  duty  are  posted  daily. 

4.  An  alternate  timekeeper 
.should  be  appointed  to  maintain  time  and  atten¬ 
dance  daily  during  the  absence  of  the  primary 
timekeeper. 

C.  Timekeeper's  Kesponsihililies 

1.  Timekeeping  Ls  a  critical  func¬ 
tion.  Personnel  chosen  as  timekeepers  must  be 
competent  and  re.sponsible.  They  are  responsible 
for  keeping  complete  and  accurate  time  and 
attendance  reports.  If  possible,  timekeepiirs 
should  lx-  collocated  with  the  employees  whose 
records  they  keep. 

2.  Organizations  may  designate 
supervisors  or  other  employees  (secretaries,  clerk 
typists,  or  others)  to  serve  as  timekeepers.  Time¬ 
keepers  may  be  civilian  or  military  personnel. 

3.  All  employees  appointed  as 
timekeepers  tor  time  and  attendance  are  respon¬ 
sible  for: 


I 


(«) 


M*  • 
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a.  Recording  all  exceptions 
to  the  employee's  attendance  and  leave  on  a 
daily  basis.  If  daily  recording  is  impractical  for 
some  employees,  exceptions  are  allowed  if 
authorized  in  writing  by  the  Component  head  or 
designee. 

b.  Ensuring  that  employees 
either  irutial  the  time  and  attendance  input 
document  or  sign  an  SF  71,  "Application  for 
Leave." 

c.  Ensuring  that  all  proslings 
for  overtime  and  compensatory  time  earned  have 
been  appnivcd,  corrections  on  the  time  and 
attendance  document  initialed,  and  totals  are 
correct  before  certification. 

d.  Recording  the  employ¬ 
ee's  attendance,  absence,  and  all  other  applicable 
data  daily  in  blue  or  blaik  indelible  ink,  unless 
an  optical  mark  reader  document  requiring  a 
lead  pencil  is  used.  Do  not  use  felt-tip  pens  or 
erasable  ink  peas.  Emirs  in  posting  will  be 
corrected  by  drawing  a  single  line  through  the 
incorrect  entry  and  posting  the  correct  data; 
erasures  and  covering  fluids  are  not  allowed. 
All  correefioas  will  be  initialed  by  the  supend- 
.sor,  acting  .supervisor  or  other  designated  repre 
sentativc  authorized  to  act  as  an  alternate  certifi¬ 
er  at  the  er  '  of  the  pay  period, 

020103.  Audits 

A.  Certified  time  and  attendance 
source  documents  are  subiect  to  aiidil  by  the 
General  Accounting  Office  (GAO),  local  audit 
agencies,  and  other  iaipection  teams.  Certifying 
officials  are  responsible  for  furnishing  .stifica- 
tion  or  clarification  of  certified  time  and  atten¬ 
dance. 

R.  Bi-fnre  releasing  any  source  docu¬ 
ments  for  audit: 

1.  Check  for  pniper  identifica¬ 
tion  of  the  agent  n-questing  lime  and  attendance 
information. 

2.  Establish  a  need  tor  the 


3.  Make  a  photocopy  of  all 
released  time  and  attendance  source  documents, 

4.  Obtain  a  certification  form 
from  the  agent  acknowledging  custody  of  the 
lime  and  attendance  documents. 

0202  REQUIREMENTS 

020201.  For  each  civilian  employee,  a  daily 
record  of  time  in  pay  and  nonpay  status  or 
piecework  completed  shall  be  maintained  by  a 
designated  timekeeper  who  takes  no  part  in  pre¬ 
paring  the  payroll  or  by  electromechanical 
device's,  if  permitted  by  local  law.  When  such 
devices  are  used,  adequate  supervisory  surveil¬ 
lance  shall  be  maintained  to  casurc  proper  and 
accurate  time  recording.  Timekeepers  responsi¬ 
ble  for  lime  and  attendance  reports  shall  have 
positive  knowledge  as  to  the  employee's  pres¬ 
ence  and  absence  before  marking  the  report. 
When  serial  sign-in  and  sign-out  sheets  are  used, 
employees  shall  sign  their  name  and  lime  of 
arrival.  When  they  depart,  employees  shall  sign 
their  name  again  and  enter  their  time  of  depar¬ 
ture.  Preprinted  serial  sign-in  and  sign-out 
sheets  are  not  authorized. 

020202.  The  time  period  shown  on  time  and 
attendance  reports  shall  correspond  to  the  length 
of  a  pay  period;  i.e.,  if  payment  is  made  for  a 
2-week  period,  the  time  and  attendance  report 
shall  cover  a  2-week  period. 

020203.  Time  and  attendance  data  shall  clearly 
indicate  whether  annual  leave  taken  is  to  be 
charged  against  the  employee's  current  leave 
account  or  to  a  separate  leave  account  estab¬ 
lished  for  restored  leave.  If  an  employee  has  one 
or  more  supplemental  leave  accounts,  the  time 
and  attendance  report  must  clearly  identify  the 
one  to  be  charged  for  leave  taken.  Unless  annual 
leave  taken  is  identified  to  an  employee's  re- 
stoix'd  account,  regular  leave  will  be  chaiged. 

()2!)204.  The  time  and  attendance  data  .shall 
reflect  a  proper  and  accurate  accounting  of  an 
employee's  actual  time  and  attendance  and 
leave.  The  initial  time  and  pay  period  for  a  new 
employee  and  the  final  time  and  pay  period  for 
a  .separated  employe!'  may  K’  le.ss  than  a  2-week 
pay  period. 
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020205.  Minimum  data  clement  values  to  be 
included  on  time  and  attendance  reports  or  sup¬ 
porting  documentation  for  each  employee  are  as 
follows: 

A.  Employee's  name  and  SSN. 

B.  Pay  period  number  or  dates. 

C.  Number  of  hours  worked  by  day 
and  week  and  in  total. 

D.  Number  of  hours  of  premium 
work,  by  type  of  premium,  to  which  the  em¬ 
ployee  is  entitled. 

E.  Number  of  credit  hours  and  com¬ 
pensatory  time  worked. 

F.  Number  of  hours  of  leave,  by 
type;  credit  hours  and  compensatory  time  used. 

G.  Dates  and  times  leave  is  taken. 

H.  Any  required  supporting  docu¬ 
mentation  for  absences,  e.g.,  court  orders,  SFs  71, 
military  orders. 

I.  Handwritten  signature  or  automat¬ 
ed  approval  code  of  an  authorizing  official. 

J.  Such  other  information  as  may  be 
required  in  support  of  operations. 

If  the  above  minimum  requirements  cannot  be 
met,  a  request  for  a  waiver  with  supporting 
rationale  shall  be  forwarded  from  the  employing 
activity  to  the  Director,  DFAS. 

020206.  Work  Schedules 

A.  Basic  work  requirement.  The  basic 
work  requirement  is  defined  as  the  number  of 
hours,  excluding  overtime  hours,  an  employee  is 
required  to  work  or  to  account  for  by  charging 
leave.  A  full-time  employee's  basic  work  re¬ 
quirement  is  80  hours  in  a  pay  period,  Depart¬ 
ment  of  Defense  Dependents  Schools  (DoDDS) 
employees  in  pay  plan  "TP"  (which  includes 
educators,  principals  and  assistant  principal:;)  are 
scheduled  to  work  eitlier  full  or  half  days.  This 
includes  educators  employed  in  part-time  -and 


substitute  positions.  Attendance  and  absence 
must  be  recorded  accordingly.  If  it  is  necessary 
to  convert  time  for  teacher  personnel  to  hours,  8 
hours  will  be  used  for  a  full  day  and  4  hours  for 
a  half  day. 

B.  Alternative  Work  Schedules 
fAWSf.  Public  Law  99-196  (reference  (e))  made 
the  AWS  program  permanent  in  1985.  The 
program  permits  a  variety  of  flexible  and  com¬ 
pressed  work  schedules. 

1.  Flexible  Work  Schedule. 
Under  certain  flexible  schedules,  DoD  civilian 
employees  may  work  longer  or  shorter  hours 
including  credit  hours  on  any  given  workday 
without  taking  leave  or  being  paid  overtime,  as 
long  as  their  basic  biweekly  work  requimments 
are  met  (5  U.S.C.  6123)  (reference  (b)).  By  elect¬ 
ing  to  work  hours  in  excess  of  their  tour  of  duty, 
employees  may  also  complete  the  biweekly  basic 
work  requirements  in  fewer  than  10  workdays 
without  Ixiing  paid  overtime  or  being  charged 
leave  for  the  nonworkdays.  This  provision  docs 
not  apply  to  TP  pay  plan  employees. 

a.  The  extended  hours  of 
operation  may  require  designation  of  additional 
timekeepers,  whose  duty  hours  overlap,  to  either 
manually  record  time  and  attendance  or  provide 
surveillance  over  recording  devices  or  sign-in 
and  sign-out  sheets  used  for  that  purpose, 

(1)  When  designating 
additional  timekeepers,  certain  conditions  shall 
be  coasidcred.  If  possible,  a  timekeeper  shall 
arrive  at  the  beginning  of  the  workday,  and  one 
shall  leave  at  the  end  of  the  workday,  Their 
scheduled  days  off  may  not  be  the  same. 

(2)  Additional  supervi¬ 
sory  personnel  may  be  needed  both  to  supervise 
the  work  force  and  to  certify  time  and  atten¬ 
dance.  Supervisors  shall  provide  reasonable 
assurance  that  employees  arc  cn  duty  by  such 
techniques  as  occasional  supervisory  telephone 
calls  to  the  employee  during  times  the  supervi- 
.sor  is  not  present,  but  the  employee  is  scheduled 
to  be;  occasional  supervisory  observation  by  the 
supervisor  corning  to  work  earlier  or  later  than 
normal;  arrangements  with  other  timekeeping  or 
supervisory  peistinnel  to  provide  observation; 
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and  a  determination  of  reasonableness  of  work 
output  for  time  spent. 

b.  An  approved  work 
schedule  shall  be  maintained  showing  the  times 
of  arrival  and  departure,  proposed  and  actual, 
for  each  day  to  support  the  lime  and  attendance 
report.  The  nature  and  length  of  absences  also 
apply  to  employees  working  under  an  AWS.  For 
example,  under  this  work  schedule,  full-time 
employees  must  account  for  80  hours,  as  a  mini¬ 
mum,  for  a  2-week  pay  period.  Hiiwever, 
employees  will  be  charged  leave  according  to 
their  work  schedule. 

c.  EXiD  employing  activities 
that  significantly  extend  the  hours  of  the  day 
during  which  employees  may  work  shall  ade¬ 
quately  provide  for  both  preparing  and  certify¬ 
ing  time  and  attendance  reports.  Electromechan¬ 
ical  recording  devices  shall  be  coasidered  as  a 
means  of  keeping  time  and  attendance  reports 
that  shall  provide  the  evidence  requirei.l  as  to 
cumulative  time  in  a  work  status. 

d.  In  the  case  of  a  full-time 
employee,  an  8()-hour  biweekly  wttrk  require¬ 
ment  allows  an  empkiyee  to  determine  his  or  her 
own  schedule  within  tlie  limits  set  by  the  em¬ 
ploying  activity.  A  part-time  employee  deter¬ 
mines  his  or  her  own  schedule  for  a  biweekly 
work  requinmient  of  less  than  80  hr)ur.s.  The 
following  are  variations  ot  the  flexible  work 
schedule; 

(1)  I'lexitiine  is  a  flexi¬ 
ble  work  schedule  that  splil.s  the  tour  of  duty 
into  2  distinct  kinds  of  time-  core  hours  and 
flexible  hours.  Under  any  flexitime  schedule,  an 
employee  must  be  at  work  or  on  appnived 
absence  during  core  hours  and  must  account  for 
tile  U)lal  numfx.T  of  hour,  he  or  she  is  scheduled 
to  work. 

(2)  Flexitour  is  a  work 
schedule  in  which  an  employee,  having  once 
selected  starting  and  stopping  times  with’n  the 
flexible  hours,  continues  to  adhere  to  these  times. 
Further  opportunities  to  select  different  starting 
and  stopping  limes  may  he  provided  subse¬ 
quently  by  the  employing  activity. 


(3)  Gliding  schedule  is 
a  flexible  work  schedule  in  which  an  employee 
has  a  basic  work  requia'tnenf  of  8  hours  in  each 
day  and  40  hours  in  each  week.  They  may  select 
an  arrival  time  each  day  and  may  change  that 
arrival  time  daily  as  long  as  it  is  within  the 
established  flexible  hours. 

(4)  Maxiflex  Is  a  flexible 
work  schedule  that  contains  core  hours  on  fewer 
than  10  work  days  in  the  biweekly  pay  perkxi 
and  in  which  an  employee  has  a  basic  work 
requirement  of  80  hours  for  the  biweekly  pay 
period  (or  multiple  thereof).  The  employee  may 
vary  the  number  of  hours  worked  on  a  given 
workday  or  the  number  of  hours  each  week 
witliin  the  limits  established  for  the  organization. 

2.  Coinpix's.sed  Work  Schedule 

a.  A  compres.sed  .schedule 
is  a  fixed  .schedule  which  enables  the  full-time 
employee  to  complete  the  basic  work  require¬ 
ments  of  80  hours  in  fewer  than  10  full  work¬ 
days  in  each  biweekly  pay  period  by  increasing 
the  nuinlwrof  hours  in  the  workday.  Them  are 
no  flexible  times  in  a  compre.ssed  schedule. 
Employees'  times  of  arrival  and  departure  from 
work  arc  .set,  as  are  the  days  on  which  they  are 
to  complete  the  ba.sic  work  requirement.  For 
employees  working  undiT  compre.ssed  schedules, 
overtime  pay  will  continue  to  b('  paid  for  work 
outside  the  compressed  scliedule  (5  U.S.C.  6121 
and  6128)  (mference  (b)).  The  two  most  common 
ct>mpre.s.sed  schedules  aiv  the  4-10  and  the  5-4/y 
schedules.  On  the  4-10  schedule,  employees 
work  10  houis  a  day  for  4  days  each  work  week. 
On  the  5A/9  .schedule,  employees  work  9  houis 
a  day  for  8  day.s,  8  hours  for  1  day,  and  get  1 
day  off  each  pay  period.  Compre.ssed  work 
schedules  are  determined  either  by  management 
or  through  negotiations  with  exclusive  employee 
reprccsentatives. 

b.  The  recording  of  absenc¬ 
es  is  treated  in  the  same  manner  a.s  for  employ¬ 
ees  working  a  regular  or  alternative  W('rk  sclied- 
ule.  However,  employee.s  working  a  compressed 
work  schedule  will  be  charged  leave  in  accor¬ 
dance  with  their  basic  work  schedule. 
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020207.  Approval  of  Leave.  Leave  approval 
may  be  by  handwritten  or  automated  signature. 
Leave  approvals  must  be  in  accordance  with 
paragraph  050105. 

020208.  Overtime  and  Compensatory  Time 
Authori/.atioivs 

A.  Approved  written  authority  for 
overi  are,  comperusatory  time,  or  holiday  work 
performed  must  be  on  an  authorization  form 
used  specifically  for  this  purpose.  The  approved 
original  copy  of  the  authorization  form  must  be 
retained  in  accordance  with  section  0207. 

B.  Approval  must  be  granted  in 
writing  before  the  hours  are  worked  whenever 
feasible  and,  when  not  feasible,  as  soon  as  possi¬ 
ble  after  the  work  has  been  performed.  If  an 
employee  works  overtime  without  prior  written 
approval,  the  authorization  form  should  state 
that  its  purpose  is  to  document  that  fact. 

C.  In  granting  such  approval,  care 
must  Iw  taken  to  distinguish  between  txgular 
overtime  and  irivgular  or  occasional  overtime  in 
order  to  properly  detennine  an  tSTtployee's 
overtime  entitleiiKmt. 

D.  After  the  time  has  been  worked, 
the  supervisor  must  indicate  on  the  overtime 
approval  form  the  amount  and  kind  (regular  or 
irregular)  ot  overtime  and  compeasatory  time 
actually  worki.’d.  If  the  supervisor  who  approves 
the  employee's  time  and  attendance  does  mtt 
have  knowledge  that  the  overtime  or  compen.sa- 
tory  time  was  actually  worked,  Ihe  supervisor 
who  has  such  knowledge  must  sign  the  overtime 
form  to  attest  to  the  time  actually  worked. 

1.  Methods  of  Appnival  of 
Overtime.  The  following  methods  for  overtime 
approval  may  be  used,  keeping  in  mind  that 
overtime  should  Ix'  limited  to  eases  of  real 
neces.sity: 

a.  Daily  Basis.  The  over¬ 
time  autln)ri/.ation  will  indicate  each  employee's 
name,  SSN,  date,  justification,  and  number  of 
houis  to  be  worked  for  a  specific  day. 


•  •  •  • 


b.  Pay  Period  Basis.  The 
overtime  authorization  fora  biweekly  pay  period 
will  indicate  each  employee's  name,  SSN,  date, 
justification  and  number  of  hours  to  be  worked 
for  a  period  not  in  excess  of  one  biweekly  pay 
period. 

c.  Approval  for  a  Specific 
Job.  The  overtime  authorization,  including 
justification,  will  specify  the  number  of 
hours  /  dollars  of  overtime  to  be 
worked /expended  during  a  specific  period  (not 
in  excess  of  a  fiscal  quarter)  for  a  specific  ojgani- 
zational  component  of  the  activity,  for  a  specific 
task. 

2.  While  a  timekeeper  may 
actually  record  lime  and  attendance  entries,  the 
supervisor's  time  and  attendance  certificution 
attests  io  the  performance  of  approved  work  and 
.serves  as  the  basis  for  payment. 

3.  Written  authorization  is 
required  for  work  U>  be  performed  on  a  holiday 
except  for  h)urs  of  duty  regularly  scheduled  on 
a  holiday,  such  as  for  firefighters,  law  enforce¬ 
ment,  and  luespital  employees. 

020209.  Continuation  of  Pay  (COPl 

A.  An  employee  who  sustains  a 
disabling  job-related  traumatic  injury  is  entitled 
to  the  continuation  of  regular  pay  for  up  to  45 
calendar  days  when  totally  incapacitated.  See 
.section 0312for additional  information  regarding 
COP. 

B.  Controls  will  be  established  to 
ensure  that  employees  do  not  exceed  the  45-day 
limit.  COP  time  will  be  accounted  for  as  fol¬ 
lows: 

1.  Days  are  counted  on  a  calen¬ 
dar  basis.  If  an  employee  is  charged  for  COP  on 
Friday,  ho  or  she  will  be  charged  for  Saturday 
and  Sunday.  Holidays,  weekends,  and  regular 
days  off  following  a  COP  day  are  counted  as 
COP  days.  II  1  hour  is  used  to  see  a  physician 
and  7  houis  are  worked,  it  is  still  counted  as  1 
COI’  day.  The  time  and  uHendance  source 
document  will  show  the  actual  hours  worked  in 
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order  to  give  an  accurate  pictun;  of  the 
employee's  work  record. 

2.  Unless  the  injury  occurs 
before  tfie  beginning  of  the  workday,  time  lost 
on  the  day  of  injury  should  be  charged  to  ad¬ 
ministrative  leave.  The  period  to  be  charged  to 
COP  begins  with  the  first  day  or  shift  of  disabil¬ 
ity  or  medical  treatment  following  the  date  of 
injury,  provided  that  the  absence  began  within 
90  days  after  the  injury.  COP  should  be  charged 
for  weekends  and  holidays  if  the  medical  evi¬ 
dence  shows  the  employee  was  disabled  on  the 
days  in  question;  for  example,  if  the  physician 
indicates  that  disability  will  continue  or\ly 
through  Saturday  for  an  individual  who  has 
Saturday  and  Sunday  off,  COP  will  be  charged 
only  through  Saturday. 

3.  If  work  stoppage  occurs  for 
only  a  portion  of  a  day  or  shift  other  than  tire 
date  of  injury,  a  full  day  of  COP  will  be  counted 
against  the  45-calendar  day  entitlement,  even 
though  the  employee  is  not  entitled  to  COP  for 
the  entire  day  or  shift.  For  example,  if  an  em¬ 
ployee  who  has  returned  to  work  must  use  3 
hours  in  order  to  receive  physical  therapy  for  the 
effects  of  the  injury,  he  or  she  is  entitled  to  oirly 
3  hours  of  COP  even  though  1  full  calendar  day 
will  be  charged  against  the  45-day  limit.  If  an 
employee  is  absent  for  all  or  part  of  the  remain¬ 
ing  workday,  the  time  loss  should  be  covered  by 
leave,  leave  without  pay  (LWOP),  absence  with¬ 
out  leave  (AWOL),  etc.,  as  appropriate,  since 
absence  beyond  the  time  needed  to  obtain  the 
physical  therapy  cannot  be  charged  to  COP. 

4.  If  the  employee  is  only  par¬ 
tially  disabled  following  tlie  injury,  and  contin¬ 
ues  to  work  several  hours  each  workday,  each 
day  or  partial  day  of  absence  from  work  is 
chargeable  as  a  full  day  of  COP  against  the 
45-diy  period. 

5.  Absences  charged  to  COP  and 
disappnwed  later  by  the  Department  of  Labor 
require  conversion  to  sick  or  annual  leave.  If 
sick  or  annual  leave  is  not  available,  COP  will  be 
converted  to  LWOP  and  reimbursements  to  the 
Government  must  be  for  gro.ss  earnings  paid 
while  in  a  COP  status.  Refer  to  section  0803  for 
due  process  procedures.  This  collection  includes 


payments  made  on  behalf  of  the  employee  and 
adjustments  to  tire  deposit  fund  accounts  by  the 
civilian  payroll  office. 

6.  The  time  the  employee  takes 
off  must  be  certified  by  a  physician  as  necessary 
due  to  the  injury. 

C.  Injured  employees  are  permitted 
to  return  to  duty  with  lighter  jobs  or  a  modifica¬ 
tion  of  their  own  job.  When  an  injured  employee 
retunrus  to  duty  in  an  official  light-duty  status 
witlun  the  first  45  days  of  disability  following  an 
injury,  each  day  or  portion  of  a  day  in  light-duty 
status  will  be  counted  as  1  day  of  COP.  This 
also  includes  any  day  or  portion  of  a  day 
worked  while  under  injury-related  work  restric¬ 
tions  imposed  by  a  phy.sician. 

020210.  Temrx^rarv  Duty  fTDYi 

A.  When  an  employee  is'  on  TDY,  the 
hours  worked  and  hours  of  leave  will  be  record¬ 
ed  on  the  time  and  attendance  document.  All 
time  actually  spent  away  from  the  permanent 
duty  station  during  the  basic  workweek  will  be 
recorded  as  time  worked  or  leave  taken  by  the 
employee's  permanent  duty  station.  The  travel 
order  will  support  entries  on  the  time  and 
attendance  document  for  regular  time, 

B.  When  an  employee  is  on  extended 
TDY  (official  government-directed  travel  of  3 
wer'ks  or  more  in  duration),  the  supervisor  may 
requim  the  employee  to  submit  time  and  atten¬ 
dance  data.  This  may  be  done  by  telephone, 
overnight  niail,  facsimile  machine,  or  other 
acceptable  means  of  commuriicalions. 

0203  TIMH  AND  ATTF.NDANCE  RHCORD- 
ING 

020301.  Scheduled  starting  and  ending  times  of 
the  day  for  each  employee  or  for  groups  of 
employees  shall  be  established  and  recorded. 
Thu  exact  starting  and  ending  times  of  the  day 
for  all  absences  from  duty,  except  for  authorized 
lunch  periods  and  absences  of  full  workdays, 
shall  be  recorded  each  day.  The  day  an 
employee's  shift  begins  is  designated  as  the  day 
of  work  for  night  and  shift  differential  purposes. 
These  requirements  shall  be  modified  for  AWS 
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(see  subparagraph  020206.B.).  The  daily  starting 
and  ending  times  for  hours  worked  other  than  as 
scheduled  and  for  absences  of  less  than  a  full 
day  shall  be  recorded  on  time  and  attendance 
reports.  These  reports  shall  be  supplemented  by 
such  related  records  in  support  of  pay  entitle¬ 
ment  as  DFAS  deems  appropriate.  The  require¬ 
ment  to  record  starting  and  ending  times  is 
ba.sed  on: 

A.  The  need  for  such  information  in 
determining  pay  entitlement  under  certain 
conditions-for  example,  leave  without  pay 
before  and  after  a  holiday,  or  leave  when  night 
differential  pay  is  involved. 

B.  Each  employing  activity's  respon¬ 
sibility  to  keep  adequate  records  for  effective  and 
efficient  supervision  of  employees. 

020302,  Indicated  absences  shall  be  initialed  or 
.signed  by  the  employee  or  supported  by  an 
approved  application  for  leave  or  a  flexitime 
attendance  record  that  has  been  initialed  by  the 
employee.  A  supervisor  may  require  a  medical 
certificate  or  other  evidence  of  illness  from  an 
employee  when  granting  sick  leave.  Such  certifi¬ 
cation  will  be  retained  by  the  employing  activity 
in  accordance  with  section  0207. 

020303.  Because  most  Federal  employees  are 
paid  on  an  hourly  basis  (or  fraction  of  an  hour) 
and  charged  leave  on  that  basis,  an  accurate 
record  of  the  times  an  employee  works  and  is 
absur.*-  must  be  recorded  daily.  Employees  must 
officially  confirm  each  leave  charge,  except  for 
administrative  leave,  AWOL  charges,  suspension 
or  holiday  absences, 

020  304.  All  leave  types  are  charged  to  the 
employee  either  by  whole  days,  whole  houR  or 
fractional  hours. 

020305.  Absences  of  DoDDS  educators  in  the 
TP  pay  plan  shall  be  recorded  in  full  or  half 
days.  When  an  educator  is  required  to  work 
during  any  portion  of  a  half-day  increment,  the 
educators  time  shall  be  recorded  in  a  duty 
status  for  the  entire  half-day  increment.  Howev¬ 
er,  an  educator  who  fails  to  work  part  of  a 
scheduled  increment  for  unacceptable  reasons 
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shall  be  charged  leave  or  AWOL,  for  the  entire 
increment. 

020306.  Daylieht  Saving  Time 

A.  Civilian  employees  working  on  . 
tour  of  duty  when  daylight  saving  time  goes  into 
effect  are  credited  with  the  actual  number  of 
hours  worked  on  the  tour  of  duty.  The  hour  lost 
as  a  result  of  the  change  is  charged  to  annual 
leave,  compensatory  time  used,  credit  hour  used, 
or  leave  without  pay,  whichever  is  applicable 
with  the  employee's  request.  Employees  may  be 
allowed  to  work  1  hour  beyond  the  end  of  their 
shift. 

B.  Civilian  employees  working  on  a 
tour  of  duly  when  standard  time  goes  into  effect 
am  credited  with  the  actual  number  of  hours 
worked.  Any  lime  worked  in  excess  of  8  hours 
will  be  paid  as  overtime  and/or  compensatory 
time  or  recorded  as  credit  hours. 

0204  -HME  AND  ATTENDANCE  CERTIFI¬ 
CATION 

020401.  The  certificatiDn  of  time  and  attendance 
is  an  authorization  for  the  expenditure  of  Gov¬ 
ernment  funds.  Each  employee's  lime  and 
attendance  report  shall  be  certified  correct  by  the 
employee's  supervisor,  acting  supervisor,  or 
other  designated  representative  authorized  to  act 
as  an  alternate  certifier  at  tlie  end  of  the  pay 
period.  Certification  shall  not  ordinarily  be 
made  earlier  than  tlie  last  workday  of  a  pay 
period.  In  some  circumstances  (such  as  when  a 
legal  holiday  falls  on  a  Friday  or  Monday),  it  is 
not  practical  to  operate  witliout  an  early  cutoff. 
In  such  cases,  additional  controls,  which  shall  be 
demonstrated  in  the  system  design,  shall  be  in 
place  and  operating.  These  contmls  shall  ensure 
that  any  change  in  attendance  or  absence  certi¬ 
fied  by  a  supervisor  that  occurs  after  the  cutoff 
date  either  is  identified  and  reported  before  pay 
computation  or  is  reported  for  the  next  pay 
computation.  For  example,  a  corrected  time  and 
attendance  report  shall  be  completed  for  any 
absence  after  the  time  and  attendance  report  has 
been  closed  out  for  the  pay  period.  The  employ¬ 
ee  may  initial  the  corrected  cntry(ies)  or  submit 
an  SF  71  for  such  absence,  as  appropriate. 


•  •  • 
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()2()4()2.  All  time  and  attendance  reports  and 
other  supporting  documents  shall  he  reviewed 
and  approved  by  an  authorized  official.  This 
official  .shall  be  aware  of  his  or  her  lesponsibili- 
ties  for  ensuring  accuracy  of  the  reports  and 
shall  have  knowledge  of  the  time  worked  and 
absence  of  einpiloyees  tor  whom  approval  is 
given. 

A.  Cerlification  of  lime  and  atten¬ 
dance  documents  must  he  based  on  knowledge 
fiDin  personal  ohservaiion,  from  the  timekeeper, 
from  checking  data  against  other  independent 
.sources  (such  as  matcliing  starting  and  ending 
times  of  work  against  sign-in  and  sign-out  slieets 
or  time  clock  entries),  from  reliance  on  other 
internal  controls,  <.)t'  a  combination  of  the.se. 
Approving  officials  must  have  a  reasonable  basis 
foi'  relying  an  systems  of  internal  control  to 
oasuix.-  accuracy  and  legal  compliance  when  they 
do  not  have  positive,  personal  kimwiedge  of  the 
presence  and  absence  of,  or  other  information 
concerning,  employees  whose  time  and  atten¬ 
dance  diKuments  are*  being  approved.  Tlti.s  basis 
must  involve  periodic  testing  of  internal  controls 
to  ensure  that  they  are  working  as  intended. 

B.  Approvals  shall  be  made  individu¬ 
ally  for  each  employee,  and  a  handwritten  or 
auloniateu  signalui'c*  sliall  be  provided  for  each 
time  and  attendance  ri'poLt. 

C.  A  single  supervisory  signature  for 
a  multiple  employee  report  may  be  made  to 
approve  the  infoimalion  I'ecorded  for  all  employ¬ 
ees  listed  on  die  reporl.  There  are  three  prereq¬ 
uisites  fi'r  a  single  signature:  the  data  elements 
ileirn/.ed  in  jiaragiaph  l)2(12l).'i.  sliall  appear  on 
the  report  for  eai.ii  employi  e  li.sird  on  file  reporl; 
so|iporting  docunienls  reijuired  for  ihe  intorma- 
tion  on  ilie  report  .shall  be  revievred  by  tiie 
supeivisor;  and  llie  supervisor  .siiull  iniiial  or 
sign  each  ['age  of  tlie  repkirt  and  also  sliall  eilher 
sign  Ihe  last  page  of  the  report  or  enter  an 
approval  code  into  an  automated  system. 

D.  For  computerized  ("paperless') 
time  and  utlendance  systems  in  whicli  time  and 
attendance  data  is  contained  in  a  computer  lile 
and  displayed  on  a  terminal,  a  single  automated 
code  may  be  entered  by  the  supervisor  to  ap- 
pnive  the  information  contained  in  the  file 


provided  that  the  data  elements  itemized  in 
paragraph  1)20205.  are  contained  in  the  file.  Any 
related  approved  .supporting  documentalion  or 
the  data  clemenLs  that  would  be  contained  in  the 
.supporting  documentalion,  including  approvals, 
are  maintained  in  computer  files.  Supporting 
documents  or  computerized  files  a'e  reviewed 
by  the  supervisor  prior  to  apiproving  time  and 
attendance  data,  A  record  of  changes  made  to  a 
file,  once  approved  by  someone  other  than  the 
original  approving  official,  is  genera  led  and  sent 
io  either  the  original  approving  official  or  a 
designated  pei-son  otlier  than  the  one  wlio  made 
the  changes. 

020403.  Certification  ot  tlie  lime  and  attendance 
reporl  may  not  be  delayed  for  the  purpose  of 
obtaining  the  employee's  initials  or  signature  for 
leave  when  the  employee  is  not  available.  The 
employee  sliall  submit  a  confirming  SF  71  upon 
return  lo  duty. 

020404.  limployees  may  nol  maintain,  certify, 
or  approve  their  own  time  and  attendance 
reports,  except  when  it  is  not  practicable  to  do 
otherwise.  In  sucli  instances,  the  Componeiii 
head  I'r  designee  sliall  grant  an  official  authori- 
zaiion  iii  wriling.  Tlie  .situations  in  wnieii  em¬ 
ployees  may  maintain  tlieir  own  time  and  alien 
dance  n*eoi'dings,  wlieii  impractical  lo  do  odier- 
wise,  are  as  follows: 

A.  llie  employee  is  Ihe  limeki'eper; 

IS.  limployees  work  flexible  hours 
oulsiile  Ihe  hours  of  the  limekee|ier  and  supervi¬ 
sor; 

C'.  An  employee  is  working  alone  al 
a  renioie  sile;  and 

1.).  Cmpioyi'es  are  based  al,  bul  are 
freciuenlly  away  irom,  tiie  localion  ol  tlieir 
supervisors  and  tirnekeep»ers  tjuririg  w'urking 
liouiri. 

lb  provide  reasonabli’  assurance  Ib.il  emplovees 
aiv  working  when  scheduled,  supervisors  can 
make  occasional  leleplione  call.s  lo  employee.'; 
during  the  tin.es  bey  are  scbe-.luled  lo  woik  and 
can  ileiermiiie  -lie  reasonablenes;;  of  work  oulpui 
ior  Ihe  time  spent. 
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020405.  When  it  is  not  practical  for  the  super¬ 
visor  to  approve  u  time  and  attendance  record 
prior  to  the  receipt  of  supporting  documents,  the 
employee  may  be’  paid  and  a  subsequent  review 
perfonned  of  the  documents  by  the  supervisor. 
Exceptions  to  the  general  pmhibition  of  employ¬ 
ees  approving  their  own  time  and  attendance 
recordings  arc  intended  to  apply  only  when  it  is 
not  feasible  for  employees  described  to  have 
their  time  and  attendance  report  approved  by  a 
supervisor,  The.se  exceptions  are; 

A.  Employees  who  work  flexible 
hours  outside  the  hours  of  the  timekeeper  and 
supervisor; 

B.  An  employee  is  working  alone  at 
a  remote  site; 

C.  Employees  are  ba.sed  at,  but  fre¬ 
quently  away  fn.)m,  the  location  of  their  supervi- 
soi's  and  timekeepers  during  working  hours;  and 

D.  The  employee  is  head  of  an  orga¬ 
nization  within  an  agency  who  has  no  supervisor 
on  site. 

02()4()().  Employees  will  sign  or  initial  their  time 
and  attendance  rv;ports  to  verify  accuracy  of  the 
entries  whenever  it  is  practical  to  have  thent  do 
so,  (This  verification  dtH;s  not  constitute  super¬ 
visory  approval  of  the  reports,  which  must  still 
be  made).  When  not  practical: 

A.  A  copy  of  the  time  and  attendance 
ri'j oil  for  each  employee  or  an  L.ES  must  be 
pixivided  to  the  employee  promptly;  and 

13.  Employees  must  review  the  report 
and  disclu.se  any  discrepancies  to  supervisors, 
and  the  supervisors  must  re.solve  such  discrepan¬ 
cies  promptly. 

0205  TIME  AND  ATTENDANCE  KEPORT- 
ING 

020501,  Time  and  attendance  data  may  be 
traasinilted  by  using  positive  reporting,  excep¬ 
tion  reporting,,  or  a  comtxination  of  both.  Under 
positive  reporting,  time  and  attendance  data  are 
input  to  the  payroll  .system  for  each  employee. 
Under  exception  reporting,  only  changes  to 


normal  time  and  attendance  arc  input  to  the 
payroll  system.  If  an  employee  works  a  sched¬ 
uled  tour  of  duty,  no  input  is  necessary.  How¬ 
ever,  a  lime  and  attendance  record  shall  lie 
maintained  for  each  employee  regardless  of 
which  method  of  reporting  is  used. 

021)502.  When  an  exception  report  is  appropri¬ 
ate,  transmission  may  be  by  messenger,  mail, 
teletype,  telephone,  or  electronic  means,  so  long 
as  adequate  controls  and  audit  trails  are  in  place 
and  operating.  For  example,  a  listing  of  leave 
and  other  absences  taken  by  employees  during 
the  pay  period  could  be  prepared  and  forwarded 
to  the  appropriate  supervisor  for  review  and 
compari.son  to  tiiiie  and  attendance  reports. 
The.se  controls  and  audit  trails  shall  ensure  that 
all  exception  reports  are  received  and  processed 
and  that  every  employee  of  the  employing 
activity  covered  by  the  exception-reporting 
techniques  is  accounted  for. 

021)503.  In  the  absence  of  time  and  attendance 
data  for  an  employee,  thi;  civilian  payroll  system 
will  generate  a  charge  against  the  employee's 
annual  leave  balance.  If  the  annual  leave  bal¬ 
ance  is  not  sufficieni  to  support  the  employee's 
regularly  scheduled  tour  of  duty,  the  remainder 
will  be  charged  as  sliown  in  Table  !)-2,  'I  he 
employee's  pay  and  leave  record  will  be  correct¬ 
ed  upon  submission  of  a  corrected  lime  and 
alt(;ndance  report. 

0206  APIUSTMENTS  AND  COKRECTIONS 

020601.  Current  I’eriod  Corrections.  'I'imekuep- 
ers  will  correct  t;rron’.  in  data  as  discu.ssed  in 
subparagraplx  l)2()l(l2.C..'3,d. 

020602.  Prior  Period  Adjustments.  If  tlie  lime 
and  attendance  for  tlie  current  pay  period  has 
l"•en  proces.sed  and  a  cliange  is  required,  certi¬ 
fied  adjusted  time  and  attendance  data  will  be 
input  to  the  payroll  system  or  forwarded  to  tlie 
civilian  payroll  office  via  the  liaison  otfice,  1  he 
adju.stment  will  be  included  in  tlie  emi'loyee's 
p.iy  for  the  pay  period  following  receipt. 

020603.  Electronic  corrections  for  curreirt  period 
corrections  and  prior  period  adjustments  will  lie 
made  in  accordance  with  tlie  paymil  system's 
usei-s  manual. 
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0207 


RETENTION  OF  RECORDS 


020701.  Employing  activities  shall  establish  a 
uniform  practice  to  be  followed  as  to  the  loca- 
tioas  at  which  the  time  and  attendance  reports 
and  related  supporting  documentation  are  to  be 
maintained.  Time  and  attendance  reports, 
together  with  approved  applications  for  leave, 
overtime  approvals,  military  orders,  jury  duty 
certification,  etc.,  may  be  retained  at  the  time¬ 
keepers'  offices,  or  sent  to  a  designated  storage 
location. 


020702.  Sufficient  internal  controls  shall  be 
established  to  prevent  unauthorized  changes  to 
completed  time  and  attendance  reports,  regard¬ 
less  of  where  they  are  retained. 


0211703.  Time  and  attendance  reports  and  all 
other  payroll  records  shall  be  kept  in  accordance 
with  records  retention  requirements  as  explained 
in  the  General  Records  Schedule  2  (reference  (g)). 
This  schedule  requires  time  and  attendance 
reports  and  other  supporting  documents  to  be 
kept  available  for  audit  or  for  6  years,  whichever 
occurs  first. 


0208  LAIIOR  DISTRIBUTION 


02f)801,  Interface  with  Cost  Accountimr  Sys¬ 
tems.  Civilian  payroll  systems  shall  interface 
with  cost  accounting  systems,  if  established,  to 
ensure  payroll  labor  costs  are  distributed  and 
charged  to  appropriate  cost  centers.  Organiza- 
tioiis  that  operate  a  formal  cost  accounting 
system  shall  ensure  that  costs  are  reconciled  to 
the  labor  distribution  processes  no  less  frequent¬ 
ly  than  monthly. 
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CHAPTER  03 
PAY  ADMINISTRATION 


0301  GENERAL  PROVISIONS 
030101.  Pavnill  Computation 

A.  Payroll  computations  shall  be 
ba.sed  on  authorized  entitlements  and  in  accor¬ 
dance  with  FPM  Supplement  900-2,  Books  550 
and  610  (reference  (k))  and  5  C.F.R.  530,  531,  532, 
534,  550,  551,  572,  581,  591,  595,  610  and  630 
(reference  (1)),  These  entitlements  shall  be 
evidenced  by  an  SF  50  or  other  appn)ved  docu¬ 
ments,  and  a  time  and  attendance  report  for  days 
actually  worked  and  any  leave  actually  taken 
during  the  period. 

B.  Documents  supporting  entries 
made  in  the  pay,  leave,  and  allowance  records 
shall  coasist  of  SFs  50  and  other  personnel 
documents;  certified  copies  of  travel  orders;  time 
and  attendance  reports,  including  any  necessary 
supporting  documents  such  as  sign-in  and 
sign-out  registers  or  SFs  71;  authorizations  or  ap¬ 
provals  of  overtime  when  required  separately 
from  time  and  attendance  reports;  pay  adjust¬ 
ment  authorizatioas;  and  similar  official  records. 

C.  Source  documents  need  not  be 
transmitted  to  the  civilian  payroll  office  provided 
the  pay  entitlement  data  in  such  documents  are 
transmitted  to  the  civilian  payroll  office  and 
controlled  by  feedback  to  ensure  consideration  of 
that  data  in  the  pay  computation  process;  con¬ 
trols  are  established  to  ensure  that  all  data  which 
should  be  transmitted  are  transmitted;  and 
source  documents  and  transmittal  and  control 
evidence  arc  retained  for  audit  in  accordance 
with  the  General  Records  Schedule  2  (reference 
(g)). 

D.  Civilian  payroll  personnel  shall 
ensure  that  paymll  data  are  complete,  correct, 
and  accurate.  Specifically,  civilian  payroll  office 
personnel  shall  ensure  that  an  employee's  com¬ 
pensation  is  consistent  with  grade,  position 
classification  and  other  individual  entitlements 
(retained  grade  and  pay),  and  employmimt 
location.  For  example,  an  employee  assigned  to 


stateside  duties  shall  not  be  paid  any  foreign 
area  allowances,  regardless  of  authorizing  docu¬ 
ments.  In  this  example,  the  civilian  p/orsonncl 
office  that  issued  such  entitlement  documents 
shall  be  requested  to  clarify  and  / or  correct  these 
documents. 

E.  The  pay  computation  shall  be 
accomplished  as  soon  as  possible  after  tlie  dose 
of  the  pay  peru)d. 

F.  Pay  computalioas  shall  be  based 
on  the  completed  time  and  attendance  record 
maintained  for  each  employee. 

G.  Adequate  channels  of  commu¬ 
nication  shall  exist  between  civilian  pay,  person¬ 
nel,  and  liaison  offices  to  ensure  that  all  entitle¬ 
ment  information  is  considered  in  each  pay 
computation.  At  least  every  4  montlis,  personnel 
and  pay  data  shall  be  reconciled  and  discrepan¬ 
cies  corrected  promptly.  The  functional  area  tliat 
entered  the  incorrect  data  shall  liave  primary 
re.spoasibility  for  reconciling  discrepancies  in 
common  data.  Also  .see  paragraph  010407. 

030102.  Notification  of  Chanees  to  Pay.  Notifi¬ 
cation  of  changes  in  pay  is  the  respoasibility  of 
the  civilian  personnel  office  servicing  the  em¬ 
ployee.  The  civilian  payroll  office  shall  adequate¬ 
ly  inform  each  cm]>loyee  in  w'l  ting  as  to  the 
nature  and  amount  of  the  changes  in  gross  pay 
from  one  pay  pi?riod  to  the  next.  This  informa¬ 
tion  may  be  disclosed  on  an  LES  in  lieu  of  a 
separate  written  advisory.  This  infrirmation  shall 
be  in  sufficient  detail  to  show  total  pay,  allow¬ 
ances,  deductions,  and  net  pay. 

030103.  Statutory  Ceilines  on  Compensation 

A.  Limitations  on  Premium  Fay 

1.  Except  as  explained  below, 
premium  pay  (night  pay,  compensatory  pay, 
overtime  pay,  premium  pay  on  an  annual  basis, 
and  pay  for  Sunday  and  holiday  work),  in 
combination  with  basic  pay,  may  not  cause  tlie 
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total  for  any  pay  period  for  General  Schedule 
(GS)  employees  to  exceed  the  maximum  rate 
payable  for  GS-15,  No  premium  payments  or 
compeasatory  time  may  be  grunted  to  an  em¬ 
ployee  whose  rate  of  basic  pay  is  greater  than 
the  maximum  rate  for  GS-15  (5  U.S.C.  5547(a) 
(reference  (b))  and  5  C.F.R.  550,105  (reference  (I)). 
Computation  of  the  biweekly  statutory  pay  limit 
for  32  U.S.C.  (reference  (m))  technicians  does  not 
include  compensatory  time  worked.  Section  709 
of  32  U.S.C.  (reference  (m))  precludes  National 
Guard  technicians  from  being  paid  overtime; 
therefore,  compensatory  time  is  a  use-or-lo.sc 
type  of  leave  and  will  not  Lx;  paid  in  kind. 

2.  The  biweekly  limitation  de.scrilx-d 
in  subparagraph  0301l)3.A.l.  does  not  apply  to 
employees  who  are  paid  premium  pay  for  work 
in  connection  witli  an  emergency  that  involves  a 
direct  threat  to  life  or  properly.  li\  such  situa¬ 
tions,  the  total  basic  pay  and  pa'tiiiuin  pay  for 
most  GS  employees  is  limiled  to  tlie  annual  rate 
for  GS-15,  step  10,  for  tlie  calendar  year.  This 
limit  may  include  local!  ly-ba.sed  comparability  or 
Special  salary  rales.  For  GS  employees  mceiving 
a  geographic  adjustment,  the  Supplementary 
Salary  table  will  be  hillowed  lo  determine  the 
GS-15,  step  10  rate.  Also,  employees  in  occupa 
lions  and/or  locations  for  which  a  special  rale 
lias  Ix'en  establislied  for  GS  15  are  suliject  lo  a 
biweekly  limitation  equal  to  tlie  S(iecial  rate  for 
GS-15,  step  10. 


Aggreeate  Limitation  on  I'av 


1.  The  FFi’CA  (reference  (e)) 
and  5  C.F.R.  530  Suhpart  li  (rehn'ence  (I))  eslab- 
lished  a  new  aggregate  limitation  on  pay.  Tl\is 
limitation  applies  to  meinl'ei's  of  the  Senior 
Executive  Service  (SES)  who  previou.sly  were 
covemd  by  an  aggregate  limitation  tl\at  was 
applied  on  a  fiscal  year  hasi/;  under  5  U.S.C. 
53H3(b)(l)  (reference  (h)),  as  well  as  lo  most  oilier 
Federal  employees.  Under  5  U.S.C.  .5307  (refer 
ence  (b)),  a  covemd  emp!o3'ee  may  not  leceive 
any  allowance,  differential,  bonus,  award,  or 
other  payment  in  any  calendar  year  to  the  extent 
such  payment,  in  combiintion  with  the 
employee's  basic  pay,  would  exceed  the  rate 
payable  for  U-vel  I  of  the  Executive  Schedule  at 
the  end  of  that  calendar  year.  Amounts  in 
excess  of  that  amount  generally  will  lie  paid  at 


the  beginning  of  the  next  calendar  year.  If  an 
employee  separates  from  the  Federal  service,  the 
entire  excess  amount  is  payable  following  a  30- 
day  break  in  service. 

2.  The  aggregate  limitation  on 
pay  applie.s  to  basic  pay,  allowance.s,  differen¬ 
tials,  bonuse.s,  awards,  and  other  similar  casli 
payments  made  under  5  U.S.C.  5547  (reference 
(b)).  Some  of  these  payments  arc  made  on  a  one¬ 
time  basis,  and  some  are  paid  at  the  .same  lime 
and  in  the  same  manner  as  basic  pay.  The 
FEPCA  (reference  (e))  cla.s.sifies  these  payments 
as  "continuing"  and  "noneontinuing  payments" 
respectively. 

3.  Under  the  FEPCA  (reference 
(e)),  an  agency  may  nol  authori/e  any  discretion¬ 
ary  continuing  payment  lliat  would  cause  the 
total  of  all  continuing  payments  at  any  time  lo 
exceed  the  rale  payable  for  Level  I  of  llie  Execu¬ 
tive  Schedule  (5  C.F.R.  53().21)3{c))  (n-ference  (1)). 
Examples  of  discretionary  continuing  paymenis 
include  retention  allowances,  supervisory  differ¬ 
entials,  and  pliysicians  comparability  allowances. 
Nondiscrelionary  continuing  paymenis  (e.g., 
basic  pay,  loealiiy-based  comparability  payments 
or  interim  geographic  adjuslmenls,  cost  of  living 
allowances,  post  differenlials,  and  remole  work 
site  allowances)  are  not  subjeel  to  this  regulaloiy 
n;slriclion. 

4.  I'inally,  the  i'EPCA  (reference 
(e))  provides  lltal  nondi.screlionary  continuing 
paymenis  may  not  Ix’  discontinued  or  deferred 
for  any  period  of  time  in  order  to  make  a  contin¬ 
uing  payment  or  discretionary  continuing  pay- 
nuMit  that  would  otherwisi'  cause  an  eniploye(''s 
pay  lo  exci’cd  any  of  the  limitations  in  the::e 
rc-gulations,  Tiie  FEI’CA  (reference  (e))  also 
establishes  an  order  of  pi-eeedence  for  nondiscre- 
tioiiary  continuing  payimmis  and  any  aniliori/ed 
physicians  comparability  allowance  wlien  the 
total  of  such  payments  exceeds  tlie  rale  then 
pay.!ble  for  Level  1  of  the  Executive  Sdiedule  (5 
C.F.R.  530.2t)3  (e)  and  (f))  (n  ference  (I)). 

1130104.  Multiple  Appointments.  An  employee 
shall  not  be  entitled  to  receivi'  pay  from  more 
than  one  position  for  more  than  an  aggregate  of 
40  hours  of  work  in  one  cali  ndar  week  (Sunday 
Ihmugh  Saturday)  (5  U.S.C.  .5533a  (reference  (b)). 
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Generally,  there  is  no  restriction  on  the  number 
of  appointments  which  a  person  may  hold,  only 
upon  the  number  of  hours  for  which  the  person 
may  be  paid.  An  individual  may  be  given  more 
than  one  siinuitunoous  part-time  or  intermittent 
appointment,  or  an  employee  on  leave  with  pay 
may  accept  another  Federal  appointment,  so  long 
as  pay  is  not  received  lor  more  than  40  hours  a 
week  (unless  the  employee  is  regularly  paid  for 
more  than  40  houis  a  week  under  an  aulhori^^ed 
alternative  work  schedule)  or  fRim  two  sources 
for  the  same  hours,  Civilian  personnel  offices 
will  notify  civilian  payroll  offices  of  multiple 
appointments  via  an  SF  50. 

0302  OASIC  PAY 

030201,  General  Schedule  fC.S'l  Emnlovees 

A.  Basic  Pay.  Generally,  basic  pay  for 
these  employees  means  the  rate  of  pay  set  by  the 
law  or  an  adininislraiive  action  for  the  jot>  held 
before  any  deductions  or  additional  pay  of  any 
kind. 

’d,  Tav  Computation.  Coni}>ulatitiiL\ 
will  be  based  on  the  rates  contained  in  the  OPM 
salary  tables, 

C.  basic  Rates 

).  The  hourly  basic  rati-  is 
derived  by  dividing  the  annual  rale  liy  2,087 
with  the  result  adjusted  to  the  nearest  cent, 
counting  onc-half  cent  and  over  as  a  wliole  cent. 

2,  The  biweekly  rate  is  d-.-rived 
by  multiplying  the  liuurly  rate  by  50. 

3,  A  dally  eale  is  derived  by 
multiplying  the  hourly  basic  rate  by  the  numlK-r 
o(  daily  he.ui-s  of  service, 

4,  i'or  employees  whose  pay  is 
monthly  or  covers  one  calendar  montli  paUJ 
under  tlie  provisions  of  5  ’J.S.C  5.505  (refei  .i-,ce 
(b)),  the  following  rules  for  division  kd  lime  .-e.d 
computation  of  pay  govern: 

a.  /,  e.iontli’s  pay  i.r  e.tre- 
tweiith  of  a  year's  y>ay; 


b.  A  day's  pay  is  one- 
thirtieth  of  a  month's  pay; 

c.  The  31st  day  of  a  calen¬ 
dar  month  is  ignored  in  computing  pay,  except 
that  1  day's  pay  is  forfeited  for  1  day's  unautho¬ 
rized  absence  on  the  31st  day  ot  a  calendar 
month; 

d.  For  each  day  of  the 
month  elapsing  Ix-fore  entering  on  duty,  1  day's 
pay  is  deducted  fami  the  first  month's  pay  of  the 
individual. 

D.  Intirrim  Geoirranhic  Adjustment, 
Under  5  C.F.R.  531.101  (reference  (I)),  an  interim 
geographic  adjustment  of  8  percent  is  authorized 
for  the  Consolidated  Metropolitan  Statistical 
Areas  (CMSA), 

1.  An  employee  in  one  of  the 
three  CMSAs  paid  according  to  the  General 
Schedule  will  be  entitled  to  an  adjustment  of  8 
pereent, 

2.  Tlu-  interim  geogrupliic 
adjustment  for  an  employee  in  one  of  the  tha-e 
CMSAs  a'ceiving  a  special  salary  rate  under  5 
C.F.R.  Part  530  (refea-nce  (1)),  or  a  local  special 
.salary  rale  will  leceive  llie  ga-ater  of  the  CS  rale 
of  basic  pay  multiplied  by  l.OK,  or  the  special 
salary  rati-. 

3.  The  statute  pnivides  that 
adjusted  rales  of  pay  will  be  considered  basic 
pay  for  purposes  of  computing  a-lirement  de¬ 
ductions  and  iK’iH-fils,  life  insurance  pa-miums 
ami  (M'liefits,  advances  of  )iay,  and  premium  pay. 
riie  adjusted  rales  also  will  be  considered  basic 
pay  for  the  purpo.se  of  computing  an  employee's 
entitlement  to  severance  pay. 

4.  Administration  of  Adjusted 

Rales  of  I’ay 

a.  When  an  employee's 
official  duly  station  is  changed  from  a  location 
not  in  an  interim  geographic  adjustment  aa.-a  to 
a  l(K;aliuii  in  an  interim  geographic  adjustment 
area,  payment  .a  tlie  adjusted  rate  of  pay  begins 
on  the  elA'i-Hvi'  date  of  the  change  in  official 
duty  siatmu. 
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b.  Entitlement  to  an  adjust¬ 
ed  rate  of  pay  terminates  on  the  date  an  employ¬ 
ee's  official  duty  station  is  no  longer  located  in 
an  interim  geographic  adjustment  area;  an  em¬ 
ployee  moves  to  a  position  not  covered  by  an 
interim  geographic  adjustment;  an  employee 
separates  from  Federal  service;  oral'  employee's 
local  special  salary  rate  exceeds  his  or  her  adjust¬ 
ed  rate  of  pay. 

c.  An  adjusted  rate  of  pay 
is  paid  only  for  those  hours  an  employee  is  in  a 
pay  status. 

d.  An  adjusleii  rate  of  pay 
shall  be  adjusted  as  of  the  effective  date  of  any 
change  in  the  applicable  scheduled  rate  of  pay. 

e.  An  adjusted  rate  of  pay 
is  included  in  an  employee's  "total  remuneration'' 
as  defined  in  5  C.F.R.  551 .511  (b)  (reference  (1)) 
and  ''straight  time  rate  of  pay"  as  defined  in  5 
C.P.R.  551.512(b)  (reference  (1))  for  tlie  purpose  of 
computations  under  2‘1  U.S.C.,  Sections  201-219 
(reference  (n)),  as  amended. 

f.  I’ayment  of,  or  an  in¬ 
crease  in,  an  adjusted  rate  of  pay  is  not  an 
equivalent  increase  in  pay  within  the  meaning  of 
5  U.S.C.  5335  (reference  (b)). 

g.  I'erinination  of  an  ad¬ 
justed  rale  of  pay  under  subparagraph 
0.3020 l.D.4.b,  is  not  an  .idvei'Se  action. 

H.  Special  Fiit’luT  Minimum  Rates  for 
Uiw  Enfoi'ci’inenl  Oifieius  (l.liO)  at  Grades  (.iS-3 
llu\)ui;h  CS-IO.  Section  40.3  of  I'El’CA  (reference 
(e))  provides  I^EtOs  atgrades  G.S-3  through  GS-IO 
worldwide  special  salary  rates,  beginning  in 
I.inuary  1992.  A  special  salary  table  number  491 
authorized  by  Section  403  of  I'ERCA,  I’.L.  101-509 
(reference  (e)),  as  amended  by  P.L.  102-37H  is 
[)ul)lished  by  ttl’M.  LEDs  am  entitled  to  receive 
the  highi!!'  of  special  rates  under  Section  403  of 
FT.PCA  or  special  salary  rates  under  .5  U.:..C. 
5305  (reference  (b)). 

F.  Special  Pay  Adiustinent  for  Law 
Rnforcemc’iil  Otficepi  (Il'Ql  ii-  Seiecled  Lh-o- 
araphic  Areas.  Section  404  of  FI-OCA  fp'fen'nce 
(e))  establishes  special  jtay  adjustiren's  4  K, 


and  16  percent  for  GS,  SES,  and  senior-level 
LF.Os  whose  official  duty  stations  are  in  one  of 
eight  designated  areas.  These  special  pay  adjust¬ 
ments  are  considered  basic  pay  for  retirement, 
life  insurance,  premium  pay,  severance  pay, 
workers'  compensation  purposes,  and  for  ad¬ 
vances  in  pay.  For  grades  GS-3  through  GS-10 
only,  the  rates  of  basic  pay  must  lx;  used  for  all 
other  pay  administration  purpose.s,  except  as 
provided  in  5  C.F’.R.  531.203(d)(2)(vi)  (reference 
(1)).  For  all  other  grades,  the  rates  of  basic  pay 
in  the  General  Schedule  must  be  used  for  all 
other  pay  adnunistration  purjxxses.  Under  5 
U.S.C.  5304(g)(1)  (reference  (b)),  the  LEO  special 
pay  adjustment,  when  added  to  the  employee  s 
rate  ot  basic  pay  under  the  General  Schedule, 
may  not  exceed  the  rale  for  level  IV  of  the 
Executive  Schedule. 

G.  Localilv-Rjsi'd  CDiiiparabililv  I’jv- 
inenls.  The  F'EPCA  (reference  (e))  aulhorizA’s  the 
payment  of  locality  pay  for  GS  employees  and 
certain  other  categories  of  positioas  in  28  locality 
pay  areas.  Locality  pay  is  considered  basic  jtay 
for  retirement,  life  insurance,  premium  pay, 
advance  pay,  severance  pay,  lump-sum  leave 
and  workers' compeasa lion  purposes,  Eligibilily 
is  ba.sed  on  where  an  employee  works,  not 
where  he  or  she  lives.  Locality  pay  does  not 
traasfer  with  an  employee  from  one  pay  z*)ne  to 
another.  Employees  shall  receive  whatever  rale 
of  pay  applies  at  his  or  her  new  duly  slahoii. 
Employees  on  leniirorary  a.ssignmenl  in  a  differ¬ 
ent  pay  zone  shall  continuing  a’ceiving  their 
eurivnl  salary,  Li>calily  pay  does  not  apply 
oveiseas,  nor  in  Alaska  or  1  lawaii. 

113020^.  Emnloyees  Under  llie  I’erfoi  iiiance 
Manuin'inent  and  l<ect)i;nilioii  Svslein  tl’IVIKb) 

A.  On  SeptemlxT  .30,  1993,  I’.L,  103- 
K9,  I’erfonnanee  Muiiagement  atid  Recognition 
System  Termination  Act  of  1993  (reference  (e)), 
was  enacted  and  terminated  the  I’MRS  on  Oclo- 
Ix-r  31,  1993.  The  pnivisions  of  this  law  apply  to 
all  cin|>l(>yees  who  were  covered  by  I’MKS  on 
Oc'tobc;r  31,  1993,  and  provide  lor  the  traiisilioti 
of  fonner  PMRS  employis'.s  into  their  agency's 
I’erforinance  Management  System  and  Ihi'  CS 
pay  plan,  with  its  within-grude  increases  and 
waiting  periods.  It  also  permits  igencies  to  pay 
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current  rates  of  pay,  as  adjusted  by  the  1993  final 
merit  increases. 

B.  In  order  to  identify  all  employees 
who  arc  covered  by  the  provisions  of  this  law, 
0PM  decided  to  retain  the  GM  pay  plan  code. 
The  step  for  all  employees  using  the  GM  pay 
plan  code  will  continue  to  bo  "00". 

C.  All  GS  employees,  including  those 
still  designated  GM  after  October  31,  1993,  will 
be  eligible  for  within-grade  increases  according 
to  the  waiting  periods  established  in  statute.  The 
last  PMRS  merit  increase  received,  including  one 
for  zero  dollam,  is  an  equivalent  increase  for  the 
purpose  of  calculating  and  completing  the  pre¬ 
scribed  waiting  periiKis.  Within-grade  increa.ses 
have  the  dollar  value  of  one-ninth  of  tlie  pay 
range  and  employees  will  have  that  inca'ase 
added  to  their  basic  pay  rate  (including  an  off- 
step  rate)  upon  completion  of  tire  appropriate 
waiting  period,  provided  performance  has  been 
at  an  acceptable  level  of  competence. 

D.  Promotion,  change  to  a  lower 
grade,  a  break  in  service  of  more  than  3  days, 
traasfer  io  another  non-DoD  agency,  or  rea.ssign- 
ment  to  a  non.supei*visory  or  nonmanagement 
position  will  end  an  employee's  coverage  under 
P.L.  103-H9  (reference  (e)).  At  that  time,  the  em¬ 
ployee's  rate  r)f  basic  pay  will  be  adjusted  to  tltc 
designated  GS  step  rate  that  meets  or  exceeds 
the  curamt  rate  of  pay,  not  to  exceed  step  1(1, 

030203.  SPS  Employees 

A.  Definition.  In  accordance  witli 
U.S.C.  .')3Hl-!i,38!)  (aherence  (b)),  SliS  employees 
aa‘  in  positioas  in  the  lixecutive  Brandi  wliich 
were  formerly  classified  at  GS-16,  17,  and  18, 
and  Eixecutive  Levels  IV  or  V  (or  their  equiva¬ 
lents)  which  do  not  a-quia  Senate  confirmatiun. 
Nonsupervisory  positioas  aa‘  not  covered  unless 
they  caay  sigiilficaiii  piiiicy-making  responsibili¬ 
ties. 

B.  Kate  of  Pay.  T'hea’  are  six  rates  of 
basic  pay  for  SES  employees.  The  minimum  rate 
of  basic  pay  is  120  percent  of  CS-15,  step  I  and 
the  maximum  rate  is  Li'vel  IV  of  the  Executivie 
Scliedule.  Tliese  rates  are  adjusted  liy  the  I’asi- 
dent  when  comparability  adjustments  are  made 


in  General  Schedule  rates  under  the  provisions 
of  .5  J.S.C.  5.305  (reference  (b)). 

030204.  Senior  Level  Positions 

A.  Definition.  Senior  Level  positions, 
established  by  Seefion  102  of  the  FEPCA  (refer¬ 
ence  (e)).  aa>  non-SES  positioas  formerly  classi¬ 
fied  at  G.5-16,  17,  and  18.  These  positions  do  not 
include  administrative  law  judges  and  board  of 
contract  appeals  positi'irLS  which  have  their  own 
pay  schedules. 

B.  Kate  of  Pay.  These  positioas  are 
paid  under  5  U.S.C.  5376  (reference  (b)),  which 
establishes  tlte  minimum  rate  of  basic  pay  at  120 
percent  of  GS-15,  step  1  and  the  maximum  rate 
equal  to  Level  IV  of  the  Executive  Schedule, 
There  are  no  gi-ides  or  steps  under  5  U.S.C.  5376 
(rcference  (b)).  Therefore,  employees  may  be 
paid  at  any'  rate  between  the  minimum  and 
maximum  rates. 

030205.  Scientific  and  Professional  Eniolovees 

Definition.  Scientific  and  profes¬ 
sional  employees  are  those  in  positions  above 
GS-15  who  arc  engaged  in  research  and  develop¬ 
ment  positions  established  under  5  U.S.C.  3104 
(reference  (b))  and  Section  102  of  the  TEI’CA 
(reference  (c)). 

B.  Kate  of  Pay,  These  positions  arc 
paid  under  5  U.S.C.  5376  (reference  (b)),  which 
establishes  the  minimum  rate  of  basic  pay  at  120 
percent  of  GS-1.5,  step  1  and  tlie  maximum  rate 
equal  to  Ix-vel  IV  of  tlie  Executive  Schedule. 
T  here  are  no  gr.uk's  or  steps  under  5  U.S.C.  5376 
(rcfenmce  (b));  tlierefore,  employees  may  be  paid 
at  any  rate  Ix'twi'en  the  minimum  and  maximum 
rates. 

030206.  Executive  .Schedule  Employees 

A.  Definition.  The  Executive  Sdied- 
ule,  defined  in  5  U.S.C.  5311-5318  (ixiference  (b)), 
is  divided  into  five  pay  levels  and  is  the  basic 
piay  schedule  for  senior  management  positions 
described  in  those  sections.  SES  (lositions  are 
not  indiided. 
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D.  Rato  of  Pay.  The  latc  of  pay  is 
contained  in  the  OPM  annual  salary  tables. 

030207.  Federal  WaKo  .System  (FWS'I  Einnlovecs 

A.  Definition.  An  FWS  employee 
mean.s  an  individual  who  is  in  a  recognized 
trade  or  craft,  nr  other  .skilled  mechanical  craft, 
or  in  an  unskilled,  !u;misUilled  or  skilled  manual 
labor  occupation.  Also  included  is  any  other 
individual,  including  a  foreman  or  a  supervi.sor, 
in  a  position  having  trade,  craft  or  laboring 
experience  and  lcnowledg<‘  as  a  paramount 
a'quirement.  These  positions  are  commonly 
refeiTed  to  as  blue  collar,  wage  grade,  or  wage 
board.  For  consistency,  the  term  FWS  will  b(! 
used  throughout  this  Volume.  Pay  for  these 
picsitions  is  based  on  the  prevailing  rates  in  an 
aiea.  See  Appendix  A  to  Subpart  B  of  Part  532 
of  5  C.F.R.  (reference  (1)).  FvVS  employees  are 
hourly  rate  employees  who  receive  annual  wage 
adjustments  bn.sed  on  a  review  of  comparability 
pay  by  wage  area.  Each  area  pay  scale  is  divid¬ 
ed  into  5  pails  or  classes:  WC  (wage  grade 
employee);  WL  (wa 'e  leader  employee);  WS 
(wage  supervisor);  WD  (nonsupervisory  employ¬ 
ees  covered  l  y  the  production  faeilitafing  pay 
plan);  and  WN  (supervisory'  employees  covered 
by  the  production  facilitating  pay  plan). 

B.  Kate  of  Pay.  The  rates  arc  adjust¬ 
ed  from  time  to  lime  for  comparable  work 
within  a  local  wag:,‘  area.  Basic  pay  for  FWS  em¬ 
ployees  means  the  scheduled  rate  ot  pay  plus 
any  night  s.'/ift  or  environmental  differential. 

l)3t),3  PREMIUM  PAY 

')30  U;i  Pn.'mium  pay  consists  of  certain  types 
of  !  'ay  ‘ .  ich  a"  ivertime  pay,  which  is  discassed 
in  p.iragraph  0.>l)3(!,';.;  night  pay;  holiuav  p  ly  tor 
employees  i.ol  in  receipt  of  annual  premiutn  pay 
for  .standl>y  duty;  Sunday  pay;  annual  premium 
pay  10!  regularly  scheduled  .stan  .iby  duty;  annu¬ 
al  piernium  pay  fi.i  administratively  uncontrolla¬ 
ble  '.vork;  environmental  ):  jy  for  FWS  employ- 
ee.s;  and  hazard  pay  for  U-S  inployee!:.  Pates 
and  pulhorizatior.  for  these  irious  pays  are 
coiitained  in  the  FPM  Supplen.ent  9‘J0-2,  Chap¬ 
ters  .550  ^nd  t)M  (r.'.feicnce  (k))  and  5  U.S.C 
534.3,  5542,  5544,  S54.5,  5546a,  5547,  and  554‘J 
(referi’nce  (b)).  Fiiiployees,  as  defined  l>v  5 


U.S.C,  5541  (reference  (h)),  mav  be  paid  premi¬ 
um  pay  as  authorized  by  5  U.S.C.  5542, 
.5545(a)-(c),  and  5546(a)  and  (b)  (reference  (b)) 
iinly  to  the  extent  that  the  pay  does  not  cause  the 
aggivgale  rate  ot  pay  toi  any  pay  period  to 
exceed  the  maximum  applicable  rale  for  a  GS-15. 
Premium  pay  caimoi  be  paid  to  any  GS  employ¬ 
ee  whose  basic  rale  of  pay  equal.s  or  exceeds  the 
maximum  applicable  rate  for  grade  GS-15. 
Premium  pay  m.iy  be  paid  to  an  employee 
vsho.se  basic  rate  is  less  than  the  maximum 
applicable  rate  of  GS-15  only  to  the  extent  that 
the  payment  does  not  cause  the  total  rate  of  pay 
for  any  pay  period  to  exceed  llie  maximum 
applicable  rate  for  GS-15.  The  maximum  rate 
does  not  apply  to  nonexempt  GS  employees.  Sec 
paragraph  0.30302.13.  Hazard  pay  is  excluded 
from  this  limitation.  SES  employees  are  not 
entitled  to  premium  pay  under  any  eireumstanc- 
cs  TP  pay  plan  employees  are  excluded  from 
Title  5  (inference  (b))  premium  pay  provisions, 

03030,7.  Overtime  Pay.  Each  employing  activity 
shall  be  responsible  for  controlling  overtime. 
Supeivisors  shall  ensure  tiiat  overtime  worked  is 
covered  by  funds  tuigeied  for  their  i?mpioving 
activity.  Approval  or  disapproval  of  overtime 
shall  be  consistent  with  the  Deputy  Secretary  of 
Defense's  memoranduiri  (reference  (o)).  Tlu' 
civilian  payroll  office  sliall  pay  only  ajiproved 
overtime  as  certified  on  li\e  time  ano  attendance 
report.  Nurmaliy,,  aj>i>ro\ai  to  work  overtime 
shall  be  made  in  >vritin„  iii  advance  of  perform¬ 
ing  the  work. 

A.  i  itli  5  tfvcrliiiii' 

i.  IviMoilariv  ■'-''ciieouled.  Fl'M 
Supplement  4‘;i!-2.  Book  5.5t),  SuUdiaplLr  SI 
(reference  (kit  contains  pr.ivisions  (in  premium 
pay  for  overlooe.  Regular  overtime  v.'ork  mean.s 
overtime  work  liial  is  sclieduied  piio;  to  the 
beginning  of  an  employee's  regularlv  SLlieduied 
adrniiiislr.itive  workweek,  t'oi  eai  li  GS  emplovee 
wlio:;e  ran'  o!  pay  Jo-  ,.  :ie!  ex.eiii  I'le  minimum 
applicalife  rale  tor  a  GS-i!)  tlic  .iverlimi'  liourly 
rale  i.e.  one  ,-md  one  l-iaJl  taiie-.  i.i.'  enij'iloyee's 
hourly  'ale  of  pay.  I'oi  eadi  liiS  emi'iovee 
whose  rate  ()f  ttasic  pa\  exee:  .!.s  ibe  lomimiioi 
sppl'cab.e  iviu  toi  a  tiS-K*,  iln‘  lo eriiiin.'  iioui'ly 
rate  is  one  and  oi'.e-h.dl  tiivies  llie  hourly  I'ute  of 
|■..l.sic  p.iy  at  the  minimum  applicable  rate  l,)r  a 
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GS-10  (5  U.S.C.  5542)  (reference  (b)).  Regular 
overtime  is  authorized  for  full-time,  part-tin»e, 
and  intermittent  GS  employees, 

2.  Irregular/Occasional.  Irregu¬ 
lar  or  occasional  overtime  work  is  overtime  work 
that  is  not  part  of  an  employee's  regularly  sched¬ 
uled  administrative  workweek. 

B.  TLSA  (Nonexempt  Emploveesi 

1.  For  employees  paid  under  29 
U.S.C.  201-219  (FLSA)  (reference  (n)),  entitlement 
to  overtime  compcn.sation  is  determined  by 
calculation  of  an  "nourly  rc'gular  rate."  The 
"hourly  regular  rate"  of  pay  for  all  "nonexempt” 
employees  is  computed  by  adding  ail  includable- 
payments  for  the  week,  and  then  dividing  by  the 
total  hours  of  work  and  paid  leave.  The  DoD 
shall  compensate  an  employee  who  is  nonex- 
empt  under  the  provisioas  of  5  C.F.R.  551.101 
(reference  (1))  for  all  hours  of  work  in  excess  of 
8  a  day  or  40  in  a  workweek  at  a  rate  equal  to 
one  and  one-half  times  the  employee's  hourly 
a-gular  rate  of  pay. 

2.  Under  Section  210  of  the 
FEPCA  (refea-nce  (;.-)),  effective  on  May  4,  1991, 
overtime  pay  computatioas  for  nonexempt 
employees  must  be  made  solely  in  accordance 
with  the  FLSA  (a-terence  (n))  n-gulations  in  5 

C.F.R.  551  (reference  (I)),  as  amended.  Agencies 
aa-  no  longer  required  to  compare  overtime  pay 
entitlements  for  nonexempt  employees  under  5 
C.F.R.  550  and  551  (reference  (I))  and  pay  which¬ 
ever  amount  is  ga-ater.  However,  entitk'inents 
arising  prior  to  May  1,  199,1,  ntusl  still  Is-  calcu 
lated  using  the  previous  rules.  Nonexempl 
employees  continue  to  be  covea-d  by  the  other 
pa-mium  pay  provisioas  of  5  U.S.C.,  SulK'hapter 
V  (reference  (b)),  for  night,  Sunday,  or  holiday 
and  annual  premium  pay  for  a-gularly  sched- 

UI4.U  uui^  uuiiuiii.>iiu4iVi.'iy  unCi^nu^ti* 

lable  overtime  (AUO)  work. 

3.  According  to  5  U.S.C.  5544(a) 
(a-fen-nce  (b)),  as  amended  by  Section  529  of  f'.L. 
101-509  (a-ference  (e)),  hours  of  work  (as  di'fined 
in  5  'J.S.C.  5542)  (referc-nce  (b))  in  exce.ss  of  8 
hours  in  a  day  aa  deemed  to  be  overtinie  hours 
for  the  purposes  of  Section  7  of  the  FLSA  (29 
U.S.C.  207)  (a-ference  (n)),  if  the  employee  is  not 


receiving  annual  premium  pay  for  regularly 
scheduled  standby  duty  (5  U.S.C.  5545(c)(1)) 
(reference  (b))  or  annual  premium  pay  for  AUO 
work  (5  U.S.C.  5545(c)(2)  (reference  (b));  5  U.S.C. 
S544(a)  (reference  (b))  for  FWS  employees).  Such 
hours  arc  considered  overtime  hours  under  the 
FLSA  (reference  (n))  regardless  of  the  total 
number  of  hours  of  work  in  the  workweek.  For 
example,  an  employee  who  works  10  hours  on 
the  1st  day  of  the  workweek  and  is  on  LWOP  for 
the  remainder  of  the  workweek  is  entitled  to  2 
hours  of  overtime  pay  under  FLSA  (reference 
(n)),  even  though  the  employee  has  worked  a 
total  of  only  10  hours  in  the  workweek. 

C.  Excluded  Employees.  SES  em¬ 
ployees  aa-  excluded  from  premium  pay  by  5 
U.S.C.  5541  (a-fea-nce  (b)).  Certain  GS  and  all 
Executive  Schedule  employees  aa-  also  excluded 
.since,  under  the  pmvisions  of  5  U.S.C.  5547 
(reference  (b)),  premium  pay  may  be  paid  only 
to  the  extent  that  payment  dws  not  cause  agga-- 
gate  pay  to  exceed  the  maximum  rate  for  GS-15. 
National  Guard  technicians  are  not  entitled  to 
pa-mium  pay  for  overtime,  lastead,  they  may 
earn  compensatory  time.  They  are  entitled  to 
holiday  pa-mium  pay  if  the  holiday  or  the  day 
»>n  which  the  holiday  is  observed  is  worked  as 
part  of  the  basic  4()-hour  workweek.  Otherwise, 
con-.peasatory  lime  is  earned  for  the  actual  hours 
worked. 

D.  Callback  Overtime.  A  minimum 
of  2  hours  of  overtime  will  be  paid  if  an  employ¬ 
ee  is  required  to  return  to  the  place  of  employ- 
n\ent  for  unscheduled  overtime  work  or  to  work 
unschec'uled  overtime  on  a  nonscheduled  work¬ 
day.  If  the  callback  occurs  on  a  holiday  during 
the  employee's  a-gular  schedule,  a  minimum  of 
2  hours  holiday  premium  pay  will  be  paid. 
When  an  FLSA  nonexempt  employee  performs 
uicscheduled  overtime  wi>rk  on  a  day  when 
work  was  not  sdieduied  for  the  enipioyi-e,  or  for 
which  the  rmployc-e  is  requin-d  to  return  to  the 
place-  of  employment,  the  employee  is  paid  for  2 
hours  of  work  or  the  actual  number  of  hours 
worked,  whichever  is  greater.  In  all  cases,  the 
actual  lime  worked  will  be  recorded. 

E.  Comp>‘nsatorv  Time 
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1.  Compensatory  time  worked 
must  tx!  approved  in  advance  in  writing  and 
administered  in  accordance  with  paragraph 
020208.  Compensatory  time  may  not  be  earned 
when  payment 'of  the  extra  hours  at  overtime 
rates  would  be  improper,  as  in  the  case  of  em¬ 
ployees  whose  pay  for  any  period  is  limited  to 
the  maximum  rate  payable  for  a  GS-15  (26 
Comp.  Gen.  750  (1947))  (reference  (p)).  Compen¬ 
satory  time  which  may  b;  earned  by  an  employ¬ 
ee  in  any  one  pay  period  is  limited  to  the  num¬ 
ber  of  hours  for  which  there  would  otherwise  be 
an  entitlement  to  overtime  comperesation  before 
reaching  the  limitation  nn  total  pay  period 
earnings  (37  Comp.  Gen  362)  (a'ference  (p)).  The 
granting  of  compeasatory  time  off  in  lieu  of 
overtime  pay  under  5  U.S.C.  .5542  (reference  (b)) 
is  not  to  be  administered  in  opposition  to  the 
overtime  pay  requirements  of  the  FLSA  (refer¬ 
ence  (n)).  For  iastructions  on  compensatory  time 
off  for  nonexempt  employees,  .see  FPM  Iwtter 
.5.51-6  (reference  (q))  and  FPM  Letter  551-24 
(refemnee  (q)). 

2.  GS  employees  are  eligible  for 
compeasatory  time  off  from  their  scheduled  tour 
of  duty  iastead  of  payment  for  an  equal  amount 
of  time  spent  in  Irregular  or  (x:casional  overtime 
work.  Those  employees  whose  basic  rate  of 
compeasation  exceeds  the  maximum  applicable 
rate  for  grade  CS-10  may  be  a-quired  by  their 
employing  activity  to  take  compensatory  time  off 
instead  of  overtime  pay.  Nonexempt  employees 
mav  not  b’  required  to  take  compensatory  time 
off  instead  of  being  paid  overtime  pay  unless 
they  request  it.  See  FPM  Letter  551-24  (reference 

(q^). 

3.  Compensatory  time  worked 
cannot  be  credited  to  an  employee  whose  basic 
rate  ol  pay  equals  or  exceeds  the  maximum  rate 
tor  grade  GS-15,  Compensatory  time  worked  in 
a  pav  period  may  be  credited  to  an  employee 
wnose  basic  rate  is  less  than  the  maximum  rate 
o'  L,,S.I5  only  to  the  extent  that  the  monetary 
value  of  the  compeasatory  lime  worked  does  not 
cause  the  total  rate  of  pay  for  that  pay  period  to 
evi  I'eii  the  maximum  applicable  rate  for  GS-15, 

4.  Exempt  CS  employees  may 
i  hoose  to  earn  compensatory  time  in  place  of 
paviiient  for  an  equal  amount  of  lime  spent  in 


occasional  or  irregular  overtime  work.  They 
may  not  cam  compeasatory  time  for  regularly 
.scheduled  overtime.  Compeasatory  time  cannot 
be  earned  for  holiday  work. 

5.  Compoasalory  time  off  must 
be  granted  to  an  exempt  employee  within  a 
reasonable  time  after  the  overtime  is  worked. 
The  limit  for  the  use  of  compensatory  lime  off  is 
the  end  of  the  26th  pay  period  after  that  in 
which  the  overtime  was  worked.  The  unused 
compeasatory  time  worked  will  then  be  paid  at 
the  overtime  rate  at  which  it  was  earned. 

6.  Upon  request  of  a  nonexempt 
e  nployec,  an  employing  activity  may  grant 
compeasatory  time  off  from  a  scheduled  tour  of 
duty  instead  of  payment  under  FLSA  for  an 
equal  amount  of  time  spent  in  irregular  or 
ucca.sional  overtime  work,  i.e.,  overtime  work  not 
scheduled  in  advance  of  the  employee's  work¬ 
week.  However,  if  an  employee  fails  to  use 
compensatory  lime  befoa  the  expiration  of  the 
established  lime  period,  the  employee  shall  be 
paid  for  the  overtime  work  at  the  FLSA  overtime 
rate  in  effect  at  the  time  it  was  worked.  Com¬ 
peasatory  time  off  may  not  be  granted  to  a  FWS 
employee  except  as  discussed  in  subparagraph 
0303C2.E.9.  See  FPM  Letter  551-24  (reference 

(q))- 

7.  Upon  reqi  ;st,  the  employing 

activity  may  also  grant  compeasatory  time  off  to 
a  nonexempt  employee  on  a  flexible  work  sched¬ 
ule  under  5  U.S.C,  6122  (reference  (b))  instead  of 
payment  under  I'LSA  for  an  equal  amount  of 
time  spent  in  ■‘c  work,  without  regard  to 

whether  the  overtime  work  was  irregular  or 
occasional  in  nature. 

H.  GS  employees  on  flexible  or 
compressed  schedules  may  earn  compensatory 
time  off. 

9.  FWS  employees  on  flexible 
schedules  may  earn  compensatory  time  off  (FPM 
Supplement  532-1,  Subchaptei  S8  4)  preference 
(■•))■ 

10.  When  a  GS  employee  lakes 
compensatory  lime  off  during  liis  or  her  sched¬ 
uled  tour  of  duly  winch  includes  night  pav,  the 
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employee  is  still  entitled  to  night  pay  for  that 
time  if  the  employee's  scheduled  tour  of  duty  is 
between  6  p.m.  and  6  a.m.  and  the  employee's 
leave  total  is  less  than  8  hours  in  a  pay  period. 

n.  Compensatory  time  off  may 
be  granted  before  annual  leave  is  approved 
except  when  annual  leave  would  otherwise  be 
forfeited. 

12.  When  an  employee  separates, 
dies,  or  transfers  to  another  employing  activity, 
the  losing  activity  shall  pay  for  any  unused 
compensatory  time  balances.  The  balance  shall 
be  paid  at  the  overtime  rate  in  effect  when  the 
compensatory  time  was  earned. 

F.  Time  Off  for  Religious  Reasons. 
Employees  may  earn  compensatory  time  off  for 
religious  observances,  under  provisions  of  5 
U.S.C.  5b50a  (reference  (b)).  Time  off  for  reli¬ 
gious  reasons  will  be  recorded  in  a  special  leave 
account  and  may  be  worked  either  before  or 
after  the  period  of  time  off.  Advance  time  off 
for  religious  reasons  should  be  repaid  within  a 
reasonable  time.  Any  time-off  balance  will  not 
transfer.  When  an  employee  separates,  dies,  or 
transfers  to  another  employing  activity,  any 
unused  time-off  balance  will  Ix'  paid,  by  the 
losing  activity,  at  the  basic  hourly  rate  in  effect 
when  the  time  was  worked.  If  the  employee  has 
an  unliquidated  advance  timo-off  balance  at  the 
time  of  separation,  death  or  transfer,  an  indebt¬ 
edness  is  emated.  See  paragraplr  080309.  for 
liquidation  of  this  indebtedness.  Compensatory 
overtime  worked  in  this  manner  is  exetnpt  from 
maximum  pay  limitations  and  all  other  provi¬ 
sions  of  overtime  and  premium  pay  contained  in 
5  U.S.C.,  Chapter  .‘iS,  Subchapter  V  (reference 
(b)),  5  C.F.K.  5.30.1001-1002  (reference  (1)),  and  29 
U.S.C.  207  (reference  (n)). 

030303.  Nieht  and  Shift  Differential 

A.  CS  Emplnyees.  Under  5  U.S.C. 
.5545(a)  (referenee  (b)),  night  differential,  at  a  rate 
of  10  percent  of  the  hourly  basic  rate,  is  payable 
to  employees  for  work  hetwei’ii  0  p.m.  and  0 
a.m.  if  the  regular  lour  of  duty  includes  work 
during  such  iiours.  Accordingly,  the  liourly  basic 
rate  is  multiplied  by  10  percent,  with  the  result 
adju.sted  to  the  nearest  cent,  counting  one-half 
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cent  and  over  as  a  whole  cent.  The  hours 
worked  must  be  part  of  the  regular  tour.  An 
employee  is  entitled  to  a  night  differential  for  a 
period  of  paid  leave  only  when  the  total  amount 
of  that  leave  in  a  pay  period,  including  both 
night  and  day  hours,  is  less  than  8  hours. 
Exceptions  to  this  rule  arc  employees  on  court 
leave,  military  leave  including  leave  for  law 
enforcement  and  encampment  purposes,  holiday 
leave,  administrative  leave,  and  time  off  awards. 
Employees  in  an  official  travel  status  and  on 
'  OP  arc  entitled  to  night  differential.  They  get 
night  differential  no  matter  how  long  they  are  on 
leave  (5  C.F.R.  550.121-122)  (reference  (1))  and 
(FPM  Supplement  990-2,  Book  550)  (reference 
(k)).  Night  differential  is  payable  for  overtime 
work  between  the  hours  of  6  p.m.  and  6  a.m.  if 
the  overtime  is  regularly  scheduled  in  advance 
of  the  administrative  workweek. 

B.  FWS  Employees.  Under  5  U.S.C. 
5343(f)  (reference  (b)),  FWS  employees  will 
receive  shift  differential  at  the  rate  of  7.5  percent 
of  their  hourly  rate  for  nonovertime  work  when 
a  majority  of  scheduled  hours  occur  between  3 
p.m.  and  midnight;  or  10  percent  of  their  hourly 
rale  for  nonovertime  work  when  the  majority  of 
scheduled  hours  occur  between  11  p.m.  and  8 
a.m.  (see  FPM  Supplement  532-1,  paragraph  SH- 
4c)  (reference  (r)).  An  employee  may  be  paid 
shift  differential  only  when  5  or  more  hours  of 
the  regularly  scheduled  8-hour  shift  (including 
meal  periods)  occur  during  the  hours  specified. 
Sec  53  Comp.  Gen.  814  (1974)  (mference  (p)). 
Shift  differrmtial  is  also  payable  when  an  em¬ 
ployee  is; 

1.  Excused  from  duty  on  a 

holiday. 

2.  In  an  offieial  travel  status 
during  the  hours  of  the  regular  shift, 

3.  On  paid  leave  sorh  as  court 
leave,  military  leave,  holiday  leave,  COl',  and 
administrative  leave. 

4.  Temporarily  assigned  to  a 
different  tour  of  duty. 

C.  National  Guard  Teehnicians 
Army  and  Air  National  Guard  technicians  are 
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not  entitled  to  payment  of  night  differential 
during  periods  of  o’'ertimo  work  (50  Comp.  Gen. 
847  (1971))  (reference  (p)).  National  Guard 
techniciaas  are  not  entitled  to  premium  pay  for 
overtime.  They  earn  compeasatory  time. 

D.  Part-time  Emnloyec.s.  Part-time 
GS  employees  are  eligible  for  night  differential 
for  work  performed  between  6  p.m.  and  6  a.m. 
as  part  of  their  regularly  scheduled  administra¬ 
tive  workweek. 

E.  Intermittent  Employees.  Intermit¬ 
tent  GS  employees  who  have  no  regularly  sched¬ 
uled  four  of  duty  are  not  eligible  for  night 
differential.  These  employees  are  eligible  for 
night  differential  during  temporary  assignment 
to  a  regular  tour  of  duty  with  night  work. 

030304.  Sunday  Pn'mium  Pay.  Under  5  U.S.C. 
5544,  5546(a),  and  5550  (for  FWS  employees) 
(reference  (b)),  additional  pay  at  a  rate  of  25 
percent  of  the  hourly  basic  rate  is  payable  to  full¬ 
time  employees  whose  regularly  scheduled  basic- 
workweek  (which  does  not  include  overtime 
hours)  includes  Sunday.  The  additional  pay  is 
payable  for  the  entire  period  of  nonovertime 
service  for  each  daily  tour  of  duty  that  includes 
Sunday.  The  maximum  number  of  hours  of 
Sunday  premium  pay  that  an  employee  can  be 
paid  for  one  Sunday  is  16  hours.  (This  wtiuld  be 
for  two  8-hour  tours,  one  starting  on  Saturday 
night  and  ending  on  Sunday  morning;  and  the 
next  tour  starting  Sunday  night  and  ending  on 
Monday  morning.)  To  calculate,  the  hourly  basic 
rate  is  multiplied  by  25  percent  with  the  result 
adjusted  to  the  nearest  cent,  counting  one-half 
cent  and  over  as  a  whole  cent  (FPM  Supplement 
990-2,  EkiokSSO)  (reference  (k))  and  FPM  Supple¬ 
ment  532-1,  paragraph  S8-4e)  (reference  (r)). 

A.  Flexible  Work  Schedule.  A  full¬ 
time  employee  on  a  flexible  work  schedule  who 
perfonns  regularly  scheduled  no.novcrtiniC'  work 
during  a  peritxi  of  duty,  a  part  of  which  is 
performed  on  Sunday,  is  entitled  to  Sunday  pay 
for  the  entire  period  of  duty,  not  to  exceed  8 
hours.  A  part-time  employee  is  not  entitled  to 
Sunday  pay. 

B.  Compivssed  Work  Schedule.  A 
full-time  employee  on  a  compressed  work  sched¬ 


ule  who  performs  nonovertime  work  during  a 
period  of  duty,  a  part  of  which  is  performed  on 
Sunday,  is  entitled  to  Sunday  pay  for  his  or  her 
entire  period  of  duty  on  that  day.  A  part-time 
employee  is  not  entitled  to  Sunday  pay. 

030305.  Holiday  Premium  Pay.  In  accordance 
with  5  U.S.C.  5546  (reference  (b)),  an  employee 
who  performs  work  on  a  holiday  designated  by 
Federal  statute  is  entitled  to  pay  at  the  rate  of 
basic  pay  plus  premium  pay  at  a  rate  equal  to 
the  rate  of  the  basic  pay,  for  that  holiday  work 
which  is  not  in  excess  of  the  scheduled  tour  of 
duty  or  overtime  work  as  defined  by  5  U.S.C. 
5542  (reference  (b)).  An  employee  required  to 
perfonn  any  work  on  a  designated  holiday  is 
entitled  to  pay  for  at  least  two  hours  of  holiday 
work.  An  employee  wl\o  performs  overtime 
work  as  defined  by  5  U.S.C.  5542(a)  (reference 
(b))  on  a  Sunday  or  a  designated  holiday  is 
entitled  to  pay  for  that  overtime  work  in  accor¬ 
dance  witli  5  U.S.C.  5542  (reference  (b)).  Premi¬ 
um  pay  under  5  U.S.C.  5546  (reference  (b))  is  in 
addition  to  premium  pay  whicli  may  be  due  for 
the  .same  work  under  5  U.S.C.  5545(a)  and  (b) 
(reference  (b)),  which  pnividcs  premium  pay  for 
night  work. 

A.  Flexible  Work  Schedule  For  an 
employee  working  a  flexible  wt)rk  schedule, 
holiday  pay  for  nonovertime  work  is  limited  to 
8  hours  in  a  day.  A  parl-tiine  employee,  sdied- 
uled  to  work  on  a  day  designated  as  an  "in  lieu 
of  lioliday  for  full-time  employees,  is  not  enti¬ 
tled  to  a  premium  for  work  performed  on  that 
day. 

B.  Compre.^sed  Work  Schedule.  For 
an  employee  working  a  compressed  work  sched¬ 
ule,  holiday  pay  for  nonovertime  work  is  limited 
to  the  (lumlK'r  of  hours  normally  .scheduled  for 
that  day.  A  part-time  employee,  scheduled  to 
work  on  a  day  designated  as  an  "in  lieu  of" 
holiday  for  full-time  emphiyees,  is  nol  eniitied  to 
a  premium  for  work  performed  on  that  day. 

C.  CS  Employees.  CS  employees 
receive  their  basic  pay,  including  any  night 
diffen-ntial,  for  holidays  on  which  tliey  are  not 
required  to  work.  Employees  are  entilled  to 
additional  holiday  premium  pay  Inr  work  per 
formed  on  a  holiday  nol  to  excei'd  8  hours, 
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during  the  hours  of  their  regularly  scheduled 
tour  of  duty. 

D.  FWS  Employees.  FWS  employees 
who  have  a  regular  tour  of  duty  and  are  not 
required  to  work  due  to  a  hohday  are  entitled  to 
the  same  rate  of  pay  for  that  day  as  if  they  had 
worked.  When  work  is  performed  on  a  holiday, 
FWS  employees  are  entitled  to  their  basic  rate 
plus  premium  pay  at  a  rate  equal  to  their  basic 
pay  for  holiday  work  which  is  not  more  than  8 
hours  or  is  not  overtime  work. 


alternate  24-hour  shifts  during  each  administra¬ 
tive  workweek.  When  firefighters  are  scheduled 
only  during  daylight  hours,  a  60-hour  week 
consisting  of  five  12-hour  days  may  be  cstab-- 
lished.  The  rate  of  standby  premium  pay  is 
determined  by  the  civilian  personnel  office  and 
forwarded  to  the  civilian  payroll  office  via  SF  50 
data.  It  is  subject  to  retirement  and  life  insur¬ 
ance  deductions.  Further  guidance  regarding 
firefighters  and  law  enforcement  personnel  may 
be  found  in  FPM  Letters  551-5,  551-14,  551-20, 
and  551-24  (reference  (q)). 


E.  Callback.  Unscheduled  overtime 
work  perfonned  by  an  employee  on  a  day  when 
work  was  not  scheduled,  or  for  which  the  em¬ 
ployee  is  required  to  return  to  tlie  place  of 
employment,  is  deemed  at  least  2  hours  in 
duration  (  5  U.S.C.  5542)  (reference  (li)).  If  the 
callback  occurs  on  a  holiday  during  the  employ¬ 
ee's  regular  schedule,  a  minimum  of  2  hours 
holiday  premium  pay  will  be  paid.  However, 
the  actual  time  worked  shall  be  recorded  for 
time  and  attendance  purpose.s.  If  the  employee- 
works  more-  than  2  houts,  the  actual  number  of 
hours  worked  will  be  paid. 

t)3t).3()6.  Keitularlv  Scheduled  Standby  Duty 
Fay.  Employees  in  a  position  requiring  them  to 
remain  at,  or  within  the  confines  of,  the  station 
during  longer  than  ordinary  periods  of  duty,  a 
substantial  part  of  which  consists  of  remaining  in 
a  standby  status  rather  than  performing  work, 
can  receive  pn-niium  pay  on  an  annual  basis 
instead  of  premium  pay  provided  by  other 
pmvisions,  except  for  irregular,  unscheduled 
overtime  duty  in  exet-s,';  of  the  regularly  sched¬ 
uled  weekly  tour.  Fremiuni  pay  under  5  C.F.R. 
550. 14 1-550. 1 44  (reference  (I))  is  determined  as  an 
appropriate  percentage,  not  in  excess  of  25 
percent,  of  such  part  of  the  rate  of  basic  pay  for 
the  position  as  does  n>)t  exceed  the  mininrum 
applicable  rate  of  basic  pay  for  GS-10  (including 
any  applicable  locality  based  comparability 
payment  under  5  U.S.C.  5304  (reference  (D))  or 
similar  provision  of  law,  and  any  applicable 
special  rale  of  pay  under  5  U..S.C,  5304  freference 
(b))  or  similar  provisions  of  law). 


are 


A. 

generally 


Hrefiirhler  Fositions.  Firefighters 
scheduled  for  duty  six  12-hour 


days  for  an  average  of  72  liours  a  week  or  three 


B.  Other  Fire  Protection  Personnel. 
Fire  chiefs,  assistant  fire  chiefs,  fire  prevention 
inspectors,  and  similar  fire  protection  personnel 
have  basic  weekly  tours  of  duty  of  40  hours 
unless  duties  require  substantial  amounts  of 
standby  time.  The  rate  of  .standby  premium  pay 
is  determined  by  the  civilian  personnel  office 
and  forwarded  to  the  civilian  payroll  office  via 
SF  50  data.  It  is  subject  to  retirement  and  life- 
insurance  deductions. 


030307.  Adminislrativelv  Uncontrollable  Over¬ 
time  (A.UO)  -  Annual  Premium  Pay  for  Over¬ 
time.  Premium  pay  may  be  paid  on  an  annual 
basis  (except  premium  pay  for  regular  overtime 
work,  and  work  at  night,  on  Sunday.s,  and  on 
holiday.s),  when  an  employee  is  in  a  position  in 
which  the  hours  of  duty  cannot  be  controlled 
administratively.  The  position  requires  substan¬ 
tial  amounts  of  irregular,  unscheduled  overtime- 
duty,  with  the  employee  generally  being  respon¬ 
se -le  for  recognizing,  without  supervision,  cir¬ 
cumstances  which  require  the  employee  to 
rermain  on  duty.  .Annual  premium  pay  under  5 
U.S.C.  5545(c)(2),  as  amended  (reference  (b)), 
pnwides  that  premium  pay  for  AUO  is  an 


appropriate  percentage,  not  less  than  10  percent 
nor  more  than  25  percent,  of  the  employee's  rate 
of  basic  pay  which  includes  any  interim  geo¬ 
graphic  adjustment,  special  rate  of  pay  for  law 
enforc’cment  officers,  or  specia!  pay  adjicstment 
for  law  enforcement  officers  under  Section  302, 


403,  or  404  of  FEPCA  (reference  (e)),  a  hxrality- 
based  comparability  payment  under  5  U.S.C. 
5304  (reference  (b)),  and  any  applicable  special 
rate  of  pay  under  5  U.S.C.  5305  (reference  (b))  or 
similar  provision  of  law  (5  C.F.R.  550.151)  (refer¬ 
ence  (I)).  The  rate  is  determined  by  the  civilian 
|x.-rsonnel  office  and  forwarded  to  the  civilian 
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payroll  office  via  the  SF  50  data.  AUO  for  law 
enforcement  personnel,  which  includes  the  office 
of  special  investigations  agents,  is  subject  to 
retirement  and  life  insurance  deductions  (5 
U.S.C.  3331(3)(D)  and  8704(c)(2))  (reference  (b)). 
AUO  for  Open  Mess /Club  Managers  is  not 
subject  to  retirement  or  life  insurance  deductions 
(S  U.S.C.  8331(3)(C)  and  p),  and  8704(c)(1)  and 
(2))  (reference  (b)), 

030308.  Hazardous  Duty  and  Environmental 
Differentials 


A.  Hazardous  Duty  Pay  (HDPl 

1.  Under  5  U.S.C,  5545(d)  and 
5548(d)  (reference  (b)),  and  5  C.F.R.  550.901-907 
(reference  (1)),  this  entitlement,  determined  by 
the  civilian  personnel  office,  involves  additional 
pay  to  GS  employees  for  the  performance  of 
hazardous  duty  or  duty  involving  physical 
hardship.  Hazardous  duty  means  a  duty  per¬ 
formed  under  conditions  in  which  an  accident 
could  result  in  serious  injury  or  death.  Duty 
involving  physical  hardship  means  duty  that 
may  not  in  itself  be  hazardous,  but  causes  ex¬ 
treme  physical  discomfort  or  distress  and  is  not 
adequately  alleviated  by  protective  or  mechanical 
devices,  such  as  duty  involving  exposua-  to 
extreme  temperatures  for  a  long  period  of  time, 

•  arduous  physical  exertion,  or  exposua  (u  fumes, 
dust,  or  noi.se  that  causes  nausea,  skin,  eyi?,  ear, 
or  nose  irritation. 

2.  The  amount  of  HDP  is  deter¬ 
mined  by  multiplying  tlie  percentage  rate  autho¬ 
rized  for  the  exposure,  found  in  Appendix  A,  5 
C.F.R.  Part  550,  Subpart  I  (reference  (I)),  by  the 
employee's  hourly  rate  of  pay.  That  amount  is 
then  multiplied  by  the  numlwr  of  HDR  hours  to 
be  paid. 

3.  HDP  is  m)t  included  as  part 
or  the  employee’s  basic  rale  of  pay  firr  computa- 
Hon  of  overtime  ,  holiday  pay,  Sunday  premium, 
nr  the  amount  of  reiirement  and  life  insurance 
deductions. 

4.  HDP  is  paid  for  all  hours  in 
a  pay  status  the  day  on  which  the  exposure 
occurs 


5.  Payment  of  HDP  is  not 
subject  to  the  limit  placed  on  other  premium 
pay. 

6.  HDP  may  not  be  more  than 
25  percent  of  the  employee's  rate  of  basic  pay. 

7.  TP  pay  plan  employees  are 
not  authorized  HDP. 

B.  Environmental  Differential  Fay 

(EDPl 

1.  Under  5  C.F.R.  532.511  (refer¬ 
ence  (1)),  EDP  is  included  as  part  of  an  FWS 
employee's  basic  rate  of  pay  for  computatioir  of 
overtime,  holiday  pay,  Sunday  premium,  and  the 
amount  of  retirement  and  life  insurance  deduc¬ 
tions.  It  is  not  part  of  basic  pay  for  purpose;,  of 
lump-sum  leave  payment  and  severance  pay. 
The  civilian  personnel  offices  determine  the  local 
situation  for  which  EDP  is  payable  and  obtain 
approval  from  Oi’M  for  additional  categories  not. 
listed  in  Appendix  ]  to  FFM  Supplement  532-1 
(reference  (r)).  TP  pay  plan  employees  are  not 
authorized  EDP. 

2.  EDP  is  payable  for  actual 
exposun'  or  for  all  liours  in  a  pay  status.  The 
amount  that  is  payable  is  determined  by  multi¬ 
plying  the  percentage  rate  authorized  for  the 
exposure  by  the  basic  hourly  rate  of  a  WG  11), 
sU!p  2.  That  amount  is  then  multiplied  by  llie 
number  of  ED!’  hours  to  be  paid. 

a.  Whim  environmental 
diffetenliai  is  payable  for  actual  exposure,  con¬ 
sider  each  exposure  separately.  Hours  posted 
must  not  exceed  the  hours  of  active  duly  on  the 
day  of  exposure.  If  the  exposure  is  le.ss  than  1 
hour,  a  niiniinuin  of  1  hour  must  be  paid.  If  the 
exposure  is  longer  Ilian  1  hour,  the  actual 
amount  of  time  exposed  is  payable  in  15  minute 
increment:;. 

b.  When  HDF  is  payable  for 
all  hours  in  a  pay  status,  it  will  he  paid  for  all 
regular  and  overtime  hours  the  employee  is  in  a 
pay  status  that  day. 

031)4  l  OKFlGN  AND  NONFORFIGN  DIF- 

ffkf:ntiai,s  and  ali.owanc!:.s 
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030401.  Under  5  U.S.C.  5941  (reference  (b))  and 
5  C.F.R.  Part  591  (reference  (1)),  allowances  and 
differentials  payable  to  employees  officially 
stationed  in  nonforeign  areas  and  the  50  states 
are  established  by  0PM.  Under  5  U.S.C,  5921 
(reference  (b))  and  Executive  Order  No.  10,903 
(reference  (s)),  allowances  and  differentials  pay¬ 
able  to  employees  officially  stationed  in  foreign 
areas  arc  established  by  the  Secretary  of  State 
and  published  in  the  Department  of  State  Stan¬ 
dardized  Regulations  (DSSR)  (reference  (t)). 
DoD  1400.25-M,  CPM  Chapter  592  (reference  (u)) 
sets  forth  the  specific  rules  regarding  foreign 
allowances  and  differentials  for  DoD  civilian 
employees.  Civilian  personnel  offices  will  notify 
the  civilian  payroll  office  via  SF  .50  data  when  an 
employee  is  eligible  fora  nonforeign  differential 
or  allowance.  The  civilian  payroll  office  will  pay 
foreign  differentials  and  allowances  upon  receipt 
of  the  original,  completed,  and  signed  SF  1190. 

030402.  Allowances  and  Differentials  in  Forcitrn 
Areas 

A.  Quarters  Allowances.  Quarters 
allowances  arc  intended  to  reimburse  an  employ¬ 
ee  for  substantially  all  costs  for  either  temporary 
or  residence  quarters  whenever  Oiverninent- 
owned  or  Governntent-rented  quarters  are  not 
provided  to  the  employee  without  charge.  See  S 
U.S.C.  5923(a)(1)  and  (2)  (reference  (b))  and  DoM 
1400.25-M,  CPM  Chapter  .592,  Sulrchupter  2 
(reference  (u)). 

1 .  Livint;  Quarters  Allowance 
(I.QA).  LQA  is  intended  to  reimburse  the  em¬ 
ployee  for  substantially  all  of  his/her  costs  for 
either  temporary  or  residence  quarleis  whenever 
G(n/ernmcnt-owneil  or  Government-rented 
quarters  are  not  provided.  Included  is  rent  plus 
any  costs  not  included  in  the  rent  for  heat,  light, 
fuel,  gas,  electricity  .ind  water.  Employees 
receiving  LQA  may  not  receive  the  temporary 
quarters  subsistence  allowance  (TQSA)  for  the 
same  period  of  time.  The  daily  rate  is  derived 
by  dividing  the  annual  amount  by  the  number  ot 
days  in  a  calendar  year.  It  is  paid  for  all  appli¬ 
cable  days  in  a  pay  period.  See  DSSR,  Chapter 
KK)  (reference  (t));  5  U,.S.C.  5923(a)(1)  and  (2) 
(reference  (b)),  and  DoD  1400.25-M,  CPM  Chap¬ 
ter  .592,  Subchapter  2  (reference  (u)). 


2.  Temporary  Quarters  Subsis¬ 
tence  Allowance.  TQSA  i,s  an  allowance  granted 
to  an  employee  for  the  reasonable  cost  of  tempo¬ 
rary  quarters,  meals  and  laundry  expenses 
incurred  by  the  employee  and/or  family  mem¬ 
bers  for  a  period  not  to  exceed  90  days  after  first 
arrival  at  a  new  post  in  a  foreign  area  or  a 
period  ending  with  the  occupation  of  residence 
(permanent)  quarters,  if  earlier;  or  for  a  period 
not  to  exceed  30  days  immediately  preceding 
final  departure  from  the  post  subsequent  to  the 
necessary  vacating  of  residence  quarters.  A 
possible  extension  of  up  to  60  additional  days 
may  be  granted  in  compelling  circumstances. 
TQ.SA  is  authorized  during  periods  when  travel 
per  diem  is  being  paid.  No  post  allowance  is 
authorized  while  an  employee  is  receiving 
TQSA.  Receipts  are  required  for  lodging  and 
laundry  expenses,  and  the  employee  must  sup¬ 
ply  a  certified  statemenl  indicating  a  per  meal 
per  day  cost.  TQSA  is  bast;d  on  the  maximum 
per  diem  rate  for  the  foreign  location  found  in 
Section  925  of  the  DSSR  (reference  (t)).  Also  see 
DSSR,  Chapter  100,  Section  120  (reference  (t)),  5 
U.S.C.  5923(a)(1)  and  (2)  (reference  (b))  and  DoD 
1400.25-M,  CPM  Chapter  592,  Subchapter  2 
(reference  (u)). 

13.  Cost  of  l.ivinii  Allowance  fCOl  ,A). 
COLA  is  intended  to  reimburse  an  employee  for 
certain  excess  costs,  exclusive  of  any  quartei's 
costs,  which  result  from  bi;ing  officially  stationed 
in  a  foreign  area.  See  DSSR,  Cliapter  200  (refer¬ 
ence  (t))  and  5  U.S.C.  5924  (reference  (b)). 

1.  I’ost  Ailow.nicr;.  The  P(wt 
Allowance  is  a  cost ol  living  allowana;  granted 
to  an  employee  officially  stationed  where  the 
cosl-of-livir.g,  exclusively  of  quarters  cost,  is 
substantially  higher  than  in  Washington  D.C.  it 
is  intended  to  reimburse  an  cmployei  for  certain 
excess  costs  resulting  from  br'ing  stationed  in  a 
firreign  area.  Fo.st  allowance,  which  is  an  annual 
rate,  is  a  percentage  amount  based  on  salary, 
size  of  family  aiid  location  of  the  post.  The  daily 
rate  is  derived  by  dividing  the  annual  amount 
by  the  number  of  days  in  a  calendar  year.  It  is 
paid  for  all  applicable  days  in  a  pay  period.  No 
post  allowance  is  authorized  at  the  same  time  eii 
employee  is  receiving  TQSA.  (DSSR,  Chapter 
2(X).  Section  22!))  (reterence  (I))  and  (DoD 
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1400.25-M,  CPM  Chapter  592,  Subchapter  3) 
(reference  (u)). 

2.  Foreign  Transfer  Allowance. 
The  foreign  transfer  allowance  is  an  allowance 
for  extraordinary,  necessary,  and  reasonable 
expenses,  not  otherwise  compensated  for,  in¬ 
curred  by  an  employee  incident  to  establishing 
that  employee  at  any  post  of  assignment  in  a 
foreign  area.  This  allowance  is  intended  to 
reimburse  an  employee  for  allowable  expenses 
incurred  in  the  United  States,  its  territories, 
possessions,  the  Commonwealth  of  Puerto  Rico 
and  the  Commonwealth  of  the  Northern  Mariana 
Islands,  prior  to  departure  for  such  post.  The 
foreign  transfer  allowance  is  composed  of  a 
lump  sum  miscellaneous  expense  to  assist  with 
certain  extraordinary  costs,  a  lump  sum  ward¬ 
robe  expense  and  a  predeparture  subsistence 
expense.  The  lump  sum  payment  may  not  ex¬ 
ceed  1  week's  .salary  for  an  employee  without  a 
family  and  2  weeks  for  an  employee  with  a 
family.  In  any  case,  the  ceiling  for  reimburse¬ 
ment  shall  be  the  salary  for  a  CS-1.3,  step  10. 
Only  the  miscellaneous  expen.se  portion  and  the 
subsistence  portion  are  authorized  for  payment 
v.'itliin  (lie  DoD.  See  DSSR,  Chapter  200,  Seciion 
240  (seference  (t))  and  r>iD  14()0.25-M,  CPM  502. 
Subchapler  5  (reference'  (u)). 

3.  Home  Seivice  1  ransh  r  Allow¬ 
ance.  I  he  home  service  transfer  allowance  is  an 
allowance  for  extraordinary,  necessary,  and 
tvasonable  expenses,  not  otherwise  C(i;ii|iensated 
for,  incurred  by  an  employee  in  connection  with 
a  iransfer  to  a  post  of  a.ssigiiinent  in  the  United 
States.  The  allowance  is  composed  of  a  miscella 
neinis  expense  portion,  a  wardrobe  expense 
portion,  a  subsisli-nce  expense  portion,  ami  a 
lease  penalty  expense  portion.  This  ullowaiice  is 
not  authorized  for  payment  within  the  DoD.  See 
DSSR,  Chapter  200,  Section  2.50)  (nderence  (I)) 
and  DoD  i40().25-M.  t:pM  502,  Subcli-ipter  1 
(aderence  (u)), 

4.  Set^arate  Maintenance  Allow¬ 
ance.  Separate  maintenance  allowance  is  a  co.st- 
of-liviiig  jlio'A'ance  to  assi.^t  an  employee  in 
meeting  additional  expenses  of  maintaining 
quarters  otlier  tlran  on  the  assigned  p()Sl.  'I'lie 
employee  must  be  compelled  to  oiitain,  or  autho¬ 
rized,  such  quarters  for  one  or  non-  of  the 


following  reasons:  dangerous,  notably  unhealthy, 
or  excessively  adverse  living  condition.s;,  for  the 
convenience  of  the  government;  or  because  of 
special  family  needs.  The  rate  is  determined  by 
the  number  of  dependents  maintained  elsewhere 
and  is  computed  and  paid  as  an  annual  rate. 

The  daily  rate  is  derived  by  dividing  the  annual 
amount  by  the  number  of  days  in  a  calendar 
year.  It  is  paid  for  all  applicable  days  in  a  pay 
period.  See  DSSR,  Chapter  200,  Section  260 
(reference  (t))  and  DoD  1400.25-M,  CPM  Chapter 
592,  Subchapter  6  (reference  (u)). 

5.  Education  Allowance.  The 
Education  allowance  a.ssists  the  employee  with 
the  extraordinary  and  necessary  expenses,  not 
otherwi.se  compensated  for,  incurred  because  of 
service  in  a  foreign  area  in  providing  adequate 
elementary  and  serondary  education  for  his  or 
her  dependents.  The  ailiiwance  is  not  autliorized 
for  payment  within  the  DoD.  However,  reim¬ 
bursement  is  authorized  for  transportation  costs 
of  dormitory  student  uependents  of  eligible 
employees  between  the  employee's  overseas 

duty  station  and  the  IDoP  approved  school.  See  . 

DSSR  Chapter  2t)(),  Seciion  270  (reference  (i)),  ' 

t>iD  14UU.25-1V1,  CPM  Ciiapler  592,,  .Subchapter  K 
(reference  (u)),  and  U.S.C.  5924  (relc'rence  (b)). 

6.  Education  Travel.  Education¬ 
al  travel  is  reimliursement  lor  travel  to  and  from 
a  school  in  ihe  United  States  for  purposes  of 
attending  a  full-time  course  for  secondary  or 
colteg*’  education.  Reimbursement  will  be 
limited  to  one  annual  round  irip.  An  annual  trip 
is  defined  as  one  round  trip  at  any  lime  within 
any  one  12  motitli  perioit.  Any  portion  of  Ihe 
niund  trip  not  taken  iti  the  12  nM)nlh  period  doe.s 
not  accrue  to  a  .subsequent  period.  Sei’  DSSR 
Chapter  2(X),  .Section  2r(0  (reference  (1)1,  DoD 
14(H).25-M,  CI’M  Cli.3]iler  .592,  Subchapter  S 
(ix'lVrentc  (ii)),  and  5  U.S.C.  5924  (reference  (b)). 

^  -  Repre.sentation  Allowance.  If.epre- 
.seinuiioii  allowances  ere  inionded  to  cover 
allowable  items  of  i-xpiniditure  by  employees, 
including  foreign  naliona:  employees,  whose 
officDI  positions  entail  responsibility  for  estab¬ 
lishing  and  maintaining  relationships  of  value  to 
the  United  State.s  in  foreign  countrie.s  and  by 
adult  family  ntembets  aclinj;  wit‘',,  or  on  behalf 
of,  tirese  employees.  .Examples  of  allowable  items 
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arc  those  of  an  entertainment  or  protcKol  nature, 
tips  and  gratuities,  purchase  of  flowers,  wreaths, 
etc.,  and  other  representational  expenses  which 
the  head  of  an  agency  may  authorize  or  approve 
as  being  a  type  to  promote  the  in'erest  of  the 
United  States.  The  employee's  position  must 
first  be  designated  by  the  Secretary  of  Defease  as 
eligible  for  the  allowance.  A  voucher  of  expens¬ 
es  incurred  will  be  the  basis  of  payment.  See 
DSSR,  Chapter  300  (reference  (t))  and  DoD 
140n.25-M,  CPM  Chapter  592,  Subchapter  9 
(reference  (u)). 

D.  Official  Residence  Allowance.  The 
defraying  of  official  residence  expenses  is  intend¬ 
ed  to  make  possible  the  operation  and  mainte¬ 
nance  of  official  residences  in  which  a  principal 
representative  can  pniperly  represent  the  United 
States  abroad.  Such  representation  includes 
extending  official  (as  distinct  from  personal) 
hospitality  to  foreign  dignitaries  and  important 
visitors,  receiving  official  deputations  and  callers, 
and  holding  requisite  and  appropriate  ceremo¬ 
nies  smoothly  and  with  dignity.  This  representa¬ 
tion  also  includes  keeping  the  residence  appro¬ 
priately  staffed  and  operating.  The  Secretary  of 
State  must  designate  eligible  employees.  See 
DSSR,  Chapter  400  (reference  (t)),  5  U.S.C.  5913 
(reference  (b)),  and  DoD  I400.25-M,  CPM  Chap¬ 
ter  592,  Subchapter  10  (reference  (u)). 

If.  Post  Differential.  Post  differentia! 
is  established  for  a  location  with  extraordinarily 
difficult  living  conditioas,  excessive  physical 
hardship,  or  notably  unhealthful  conditions 
affecting  the  majority  of  employees  officially 
stationed  or  detailed  at  that  place.  Living  costs 
are  not  considered  in  differential  determination. 
Post  Differi-ntial  is  additional  compensation 
based  on  an  established  percentage  over  basic 
compeiLsation  ranging  from  10  to  25  percent, 
i’ost  differential  is  not  included  in  the  computa¬ 
tion  of  lump-sum  leave  payments  upon  separa¬ 
tion  from  Federal  service.  See  DSSR,  Chapter 
5(X)  (reference  (I)),  5  U.S.C.  5925  (reference  (b)) 
and  DoD  1400.25-M,  CPM  Chapter  .592,  Subchap¬ 
ter  1 1  (reference  (u)). 

F.  Danger  Pay  .Xllowance  (Df’Al.  An 
employee  serving  in  a  foreign  arc-a  may  lx- 
granted  DI’A  on  the  basis  of  civil  insurrection, 
civil  war,  terrorism  or  wartimi'  conditions  which 
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threaten  physical  harm  or  imminent  danger  to 
the  health  or  well-being  of  the  employee.  DPA 
may  not  exceed  25  percent  of  the  basic  pay  of 
the  employee,  except  that  if  an  employee  is 
granted  additional  differential  pay  with  respect 
to  an  assignment,  the  sum  of  the  additional 
differential  and  any  DPA  may  not  exceed  25 
percent  of  the  basic  pay  of  the  employee.  DPA  is 
paid  to  full-time  employees,  temporary  employ¬ 
ees  assigned  for  24  consecutive  hours  or  longer, 
and  part-time  and  intermittent  employet^s.  For 
part-time  regularly  scheduled  employees  and 
intermittent  employees,  the  DPA  shall  be  com¬ 
puted  at  the  prescribed  percentage  of  basic 
compeasation  earned  during  the  applicable 
period.  The  DPA  is  not  subject  to  any  ceiling 
that  would  provide  less  than  the  full  percentage 
rate  authorized  for  the  post.  DPA  is  included  as 
part  of  the  FWS  employee's  basic  rate  of  pay  for 
computation  of  overtime,  holiday,  Sunday  premi¬ 
um  pay,  retirement,  and  life  imurance.  DPA  is 
subject  to  Federal  income  tax,  Social  Secu¬ 
rity/Medicare,  State  and  city,  and  local  tax 
deductioas.  Danger  pay  is  not  included  as  pari 
of  the  lump-sum  leave  payment.  See  5  U.S.C. 
592H  (reference  (b)),  DSSR  Chapter  650  (reference 
(t))  and  DoD  14()().25-M,  CPM  Chapter  592, 
Subchapter  13  (reference  (u)). 

C.  Tropical  Differential.  Entitlement 
to  tropical  differential  is  limited  to  a  maximum 
of  25  percent  of  basic  pay  when  authorized  for 
U.S.  employees  in  Panama. 

il.  Cuba  Benefil  Allowance.  The 
Cuba  Ixmefit  allowance  applies  to  Di'D  non  U.S. 
citi/.eas,  NAF  and  appropriated  fund  employees 
in  the  Guantanamo  bay,  Cuba,  area.  The  benefit 
allowance  includes  rash  allowance's  (laundry, 
clothing,  meals  and  transportation).  The  total 
pay  rate  will  include  the  base  rate  plus  the 
bi'nefil  allowance.  Premium  pay  is  to  be  calcu¬ 
lated  on  the  base  rate  only. 

030403.  Knlillement  When  Bi)th  an  .‘MIowance 
and  a  Differential  Have  Been  Established.  Extra 
pay  from  an  allowance  or  <.  differential,  or  both, 
may  not  exceed  25  percent  of  the  employee's  rale 
of  basic  pay.  An  I'mployee  eligibie  for  an  allow¬ 
ance  is  entitled  to  the  full  allowance  set  for  a 
nonfoieign  are.);  therefore,  the  allowance  should 
lx-  paid  first.  If  the  allowance  is  less  than  25 


.59 


Volume  8,  Chapter  03 


DoD  Financial  Management  Regulation 


percent  of  the  employee's  basic  pay,  that  part  of 
the  differential  that  will  bring  such  employee's 
total  extra  pay  to  25  percent  of  the  l.asic  rate 
shall  be  paid. 

030404.  Allciwanccs  and  Differentials  in  Non- 
foreign  Areas 

A.  Categories 

1.  Nonforeign  Cost-of-Living 
Allowance.  Nonforeign  cost-of-living  allowance 
is  payable  under  5  U.S.C.  5941  (reference  (b)),  at 
a  location  in  a  nonforeign  area  where  living  costs 
are  substantially  lacher  than  those  in  the  Wash¬ 
ington,  DC  area.  Nonforeign  areas  are  the  states 
of  Alaska  and  Hawaii,  the  Commonwealths  of 
Northern  Mariana  Island  and  Puerto  Rico,  terri¬ 
tories  and  possessions  of  the  United  States  that 
the  Secretary  of  State  designates  as  being  within 
the  scope  of  Part  11  of  Executive  Order  10,000,  as 
amended  (reference  (s)). 

2.  Nonforeign  Post  Differential. 
Nonforeign  pr)st  differential  is  payable  under  5 
U.S.C.  5941  (reference  (b)),  at  a  location  in  a 
nonforeign  area  if  eonditioas  of  environment 
differ  substantially  from  eonditioas  of  environ¬ 
ment  in  the  cr)ntiguous  United  States  and  war¬ 
rant  its  payment  as  a  recruitment  incentive. 

B.  Basic  Ri-quirement  in  Nonforeign 

Areas 

1.  When  an  allowance  or  a 
diffiTcntial  (or  both)  is  ft,  each  executive 
department,  independent  establishment,  and 
wholly-owned  Government  corporation  must 
pay  it  (or  both).  They  must  pay  it  to  all  their 
civilian  employees  in  the  area  who.se  basic  pay  is 
fixed  by  statute  and  who  are  eligible;  however, 
certain  <'Xceplion.s  do  exist. 

2.  1  he  pay  of  employees  under 
die  FWS  is  based  on  tlie  wages  paid  in  the 
locality;  therefore,  these  employees  are  not 
covered  under  this  section. 

C^  Pnicessing  Allowanci  s  and  Differ- 

eniidl.s 


1.  Notice  of  Eligibility.  The 
civilian  payroll  office  will  accept  SF  50  data  as 
notice  of  an  employee's  eligibility  for  allowances 
or  differentials.  It  will  be  a  source  document  for 
payroll  purposes.  The  civilian  personnel  office 
must  report  promptly  to  the  civilian  payroll 
office  any  changes  in  assignment  and  employ¬ 
ment  status  that  affect  an  employee's  eligibility 
(including  changes  in  rates). 

2.  Entitlement  When  Both  an 
Allowance  and  a  Differential  Have  Been  Estab¬ 
lished.  Extra  pay  from  an  allov/ancc  or  a  differ¬ 
ential,  or  both,  may  not  exceed  25  percent  of  the 
employee's  rate  of  basic  pay.  An  employee 
eligible  for  an  allowance  is  entitled  to  the  full 
allowance  set  for  a  nonforeign  area;  therefore, 
the  allowance  should  h  '  paid  first.  If  the  allow¬ 
ance  is  less  than  25  pe  rcent  of  the  employee's 
basic  pay,  that  part  of  the  differential  that  will 
bring  such  employee's  total  extra  pay  to  25 
percent  of  the  basic  rate  shall  be  paid. 

D.  Payment  of  Allowances  and 
Differentials 

1.  Payment.  An  allowance  or 
differential  shall  not  be  paid  for  time  for  which 
an  employee  does  not  receive  basic  pay  except  as 
stated  in  subparagraph  070202.11 

2.  Duration  of  Payment.  Pay¬ 
ment  of  allowances  and  differentials  shall  start  as 
of  the  date  of  arrival  at  the  post  of  duty  on 
regular  assignments  or  on  the  dale  of  entrance 
on  duty,  when  an  employee  is  recruited  locally. 
Payment  shall  be  stopped  on  the  date  of  separa¬ 
tion  or  as  of  the  date  of  departure  or  transfer  to 
a  new  post  of  regular  assignment, 

3.  Effect  on  Other  Salary  Pay- 
men  Is.  Alk'wances  or  differentials  shall  not  be 
included  in  the  ba.se  used  to  compute  overtime 
pay,  night  differential,  holiday  pay,  or  any  other 
extra  pay,  allowance  or  pay  differential,  or 
n-tirement  or  FCGl.l  deductions. 

4.  Effect  on  Gross  Pay.  Allow¬ 
ances  shall  not  Iw  included  in  gross  income  for 
Pederal  income  tax  purposes,  and  State  tax 
deductions  except  for  the  state  of  Hawaii. 
Include  the  differentials  in  gross  income  for 
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Social  Security /Medicare,  Federal,  State,  and  city 
income  tax  deductions.  See  Table  4-1. 

0305  OTHER  DIFFERENTIALS  AND  AL¬ 
LOWANCES 

030501.  Physicians'  Comparability  Allowance 

A.  Part  595  of  5  C.F.R.  (reference  (1)) 
and  5  U.S.C.  5948(e)  (reference  (b))  authorize  the 
payment  of  allowances  to  certain  eligible  Federal 
physicians  who  enter  into  service  agreements 
with  their  agencies.  These  allowances  are  paid 
only  iri  the  case  of  categories  of  physicians  for 
which  the  agency  is  experiencing  recruitment 
and  retention  problem.s,  and  are  fixed  at  the 
minimum  amounts  necessary  to  deal  with  such 
problems.  Unless  otherwise  provided  in  the 
agreement  or  if  the  head  of  the  agency  by  which 
the  physician  is  employed  determines  that  the 
failure  was  necessitated  by  circumstances  beyond 
the  control  of  the  physician,  if  the  physician  fails 
to  complete  at  least  1  year  of  service,  (either 
voluntarily  or  because  of  misconduct)  a  refund 
of  the  total  amount  received  is  required 

B.  The  amount  received  shall  not 

exceed: 


1.  $14,000  per  annum  if,  at  the 
time  the  agreement  is  entered  into,  the  Govern¬ 
ment  physician  had  served  as  a  Government 
physician  for  24  months  or  less,  or 

2.  $20,000  per  annum  if  the 
Government  physician  has  served  as  a  Govern¬ 
ment  physician  for  more  than  24  months. 

C.  An  allowance  may  not  be  paid 
pursuant  to  this  .section  to  any  physician  who: 

1.  Is  employed  less  than  20 
hours  per  week  or  on  an  intermittent  bases, 

2.  Occupies  an  internship  or 
residency  training  position, 

3.  Is  a  reemployed  annuitant,  or 

4.  Is  fulfilling  a  scholarship 
obligation  to  the  U.S,  Government, 


D.  Any  allowance  paid  under  this 
section  shall  not  be  considered  as  basic  pay  for 
the  purposes  of  5  U.S.C.  5551,  5552  and  5595, 
Chapters  81,  83,  or  87  (reference  (b)),  or  other 
benefits  related  to  basic  pay.  See  also  5  U.S.C, 
5948(h)(1)  (reference  (b)). 

E.  Any  allowance  under  this  section 
for  a  Government  physician  shall  be  paid  in  the 
same  manner  and  at  the  same  time  as  the  physi¬ 
cian's  basic  pay  is  paid.  This  allowance  is 
subject  to  Federal,  State,  and  local  income  tax, 
Social  Security  and  Medicare.  This  allowance  is 
not  subject  to  retirement  or  TSP. 

030502.  Supervisory  Differential 

A.  Section  5755  of  5  U.S.C.  (reference 
(b))  authorizes  payment  of  a  supervisory  differ¬ 
ential  to  an  employee  under  the  General  Sched¬ 
ule  who  has  supervisory  responsibility  for  one  or 
more  civilian  employees  not  under  the  General 
Schedule.  The  differential  is  allowed  if  one  or 
more  of  the  subordinate  civilian  employees 
would,  in  the  absence  of  such  a  differential,  be 
paid  more  than  the  supervisory  employee.  A 
supervisory  differential  shall  be  calculated  as  a 
percentage  of  the  supervisor's  rale  of  basic  pay. 
A  dollar  amount  equal  to  the  value  of  the  autho¬ 
rized  percentage  will  be  provided  by  the  civilian 
personnel  office  via  SF  50  data.  This  differential 
is  subject  to  Federal,  State,  and  local  income  tax, 
SiKial  Security  and  Medicare.  This  differential  is 
not  subject  to  retirement  or  TSP. 

B.  The  supervisory  differential  shall 
be  paid  in  the  same  manner  and  at  the  .same 
time  as  basic  pay,  but  shall  not  be  considered  to 
be  part  of  basic  pay  for  any  purpose. 

030503.  Staffing  Differential,  Staffing  differen¬ 
tial  is  the  annual  total  dollar  amount  (equal  to  5 
percent  of  basic  pay)  paid  over  and  above  basic 
pay  ill  make  ii  easier  io  liiie  and  retain  employ¬ 
ees  in  .selected  GS  grades  and/or  occupational 
groups,  when  authorized  by  OPM  (P.L.  101-509, 
Section  529)  (Section  209  of  the  FEI’CA)  (refer¬ 
ence  (e))  and  (5  U.S.C.  5305  note)  (reference  (b)). 
Effective  on  the  first  day  of  the  first  applicable 
pay  period  beginning  on  or  after  January  1,  1991, 
the  President  may  establish  staffing  differentials 
equal  to  5  fiercent  of  basic  pay. 
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A.  Eligibility.  The  staffing  differential 
may  be  paid  to  each  employee  whose  position  is 
in  grade  GS-5  or  7;  or  a  2-grade-interval  occupa¬ 
tional  series,  as  determined  by  0PM. 

B.  A  staffing  differential  shall  be  paid 
in  the  same  manner  and  at  the  same  time  as  the 
employee's  basic  pay  is  paid,  but  may  not  be 
considered  to  be  part  of  basic  pay  for  any  pur¬ 
pose.  The  differential  may  be  reduced  or  elimi¬ 
nated  by  OPM  in  its  sole  discretion  as  the 
amendments  made  by  the  FEPCA  (reference  (c)) 
take  effect.  However,  no  such  reduction  or 
elimination  shall  have  the  effect  of  reducing  the 
total  amount  of  pay  (determined  by  adding  basic 
pay  and  staffing  differential)  which  any  employ¬ 
ee  is  receiving. 

030504.  Retention  Allowance 

A.  A  retention  allowance  of  up  to  25 
percent  of  basic  pay  may  be  offered  to  certain 
current  employees  in  order  to  retain  their  servic¬ 
es.  A  retention  allowance  may  be  paid  to  any 
current  employee  who  holds  a  position  in  the 
General  Schedule,  the  Law  Enforcement  Pay 
System,  the  SES,  the  Senior  Levei,  and  the  Execu- 
livi?  Level  or  equivalent  pay  grades. 

B.  Payment  of  retention  allowances 
are  authori/ed  by  5  U.S.C.  5754  (reference  (b)) 
and  5  C.P.K.  575  (reference  (1).  Only  the  Secre¬ 
tary  or  Deputy  Secretary  of  Defense  may  ap¬ 
prove  retention  allowances  for  individuals 
appointed  to  Schedule  C  positions,  as  defined  in 
5  U.S.C.  2103  (reference  (b));  non-career  positioas 
in  the  SES  (including  limited  term  and  limited 
eme.'gencv  appointments),  as  defined  in  .5  U.S.C. 
3394  (refenmee  (b));  and  positions  paid  pursuant 
to  5  U.S.C.  5312-.5317  (reference  (b)). 

C.  A  retention  allowance  shall  be 
paid  in  the  same  manner,  and  at  the  same  time, 
as  basic  pay  although  it  shall  iiOt  be  Ciiiisidered 
a  part  of  basic  pay.  The  retention  allowance  may 
be  p.iid  for  as  long  as  the  conditions  warranting 
the  allowance  continue  to  exist.  This  allowance 
is  ‘  ubject  to  Federal,  Slate,  and  local  income  tax. 
Social  Security  and  Medicare.  This  allowance  i.s 
not  subject  to  retirement  or  TSP. 


030505.  Remote  Site  Allowance.  The  remote 
site  allowance  is  paid  to  an  employee  who  is 
assigned  to  duty,  except  temporary  duty,  at  a 
site  so  remote  from  the  nearest  established 
communities  or  suitable  places  of  rtssidence  as  to 
require  an  appreciable  degree  of  expense,  hard¬ 
ship,  and  inconvenience.  Such  hardships  and 
inconveniences  must  extend  beyond  that  normal¬ 
ly  encountered  in  metropolitan  commuting,  on 
the  part  of  the  employee  in  commuting  to  and 
from  his/her  residence  and  such  work  site. 
When  so  assigned,  the  employee  is  entitled,  in 
addition  to  pay  otherwise  due  him,  to  an  allow¬ 
ance  not  to  exceed  $10  per  day  (5  U.S.C.  5942, 
reference  (!>)). 

0306  RECRUITMENT  AND  RELOCATION 
BONUSES 

030601.  Section  20H(a)  of  the  FEPCA  (reference 
(e)),  5  U.S.C.  5753  (reference  (h)),  and  5  C.F.R. 
575  (reference  (1))  authorize  payment  of  u  recruit¬ 
ment  and  relocation  bonuses.  A  recruitment  or 
relocation  bonus  of  up  to  25  percent  of  basic  pay 
may  be  offered  to  recruit  certain  newly  appoint¬ 
ed  employees  or  retain  certain  cuirent  employees 
who  must  relocate  to  accept  a  position  in  a 
different  commuting  area.  The  approval  of 
recruitment  and  relocation  bonuses  is  treated  in 
the  .same  manner  as  the  retention  allowance  in 
paragraph  030504. 

030602.  Elit;ibilitv  Criteria.  Candidates  for 
hard-to-fill  positions  and /or  occupations  that  are 
critical  to  the  organization's  mis.sion  are  eligible 
for  recruitment  or  relocation  bonuses.  TI’  pay 
plan  employees  are  not  eligible  to  receive  recruit¬ 
ment  and  relocation  bonuses.  TP  pay  plan 
employees  are  not  eligible  to  receive  recruitment 
and  relocation  bonuses. 

030603.  .Service  Atireemenl.  Ol’M  regulations 
(5  C.F.R.  575.1!)6  and  206)  (reference  (I))  require 
that,  l»efore  a  ivcruiimeni  or  reioeaiion  bonus 
may  be  paid,  the  employee  offered  such  ht)nus 
shall  sign  a  written  agreement  to  serve  a  speci¬ 
fied  numlx-r  of  inontlcs  with  the  IX-partment. 
The  minimum  period  of  such  Servian  shall  be  12 
monllis. 

030604.  Documentation  and  Record  kerpint;. 
Each  recruitment  or  relocation  bonus  shall  lx- 
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documented  by  the  civilian  personnel  office  via 
SF  50  data. 

030605.  Payment  and  Reduction  or  Termination 
of  Recruitment  and  Relocation  Bonuses.  The 
recruitment  or  relocation  bonus  shall  be  paid  as 
a  lump  sum  and  shall  lx;  considemd  a  supple¬ 
mental  wage.  Federal  income  taxes  shall  be 
withhold  at  a  flat  28  percent  of  the  bonus.  Social 
Security  and  Medicare  shall  be  withheld  as 
applicable.  State  and  local  taxes  shall  ix  with¬ 
held  in  accordance  with  tax  formulas  in  effect  for 
supplemental  wages. 

A.  The  bonus  may  be  included  with 
regular  salary  payments  if  it  is  separately  identi¬ 
fied  on  tlie  hE3.  If  the  bonus  cannot  be  sepa- 
raU'lv  identified  on  the  I.hS,  a  separate  payment 
shall  be  made,  and  a  .separate  TES  issued. 

3,  The  bonus  shall  not  be  considered 
part  of  basic  pay  for  any  purpose;  i.e.,  witlihold- 
ings  shall  not  kx;  made  for  refimment  coverage 
(CSRS/Fl-IKS)  or  life  insurant  e. 

C.  The  bonus  sl\uli  be  included  in 
determining  tlie  aggregate  limitation  on  p-ay  us 
defined  by  5  U.S.C.  5307  (reference  (b)).  Any 
|iortion  of  tl\e  bonus  which  sliall  cause  aggregate 
pay  to  exceed  Level  1  of  the  Executive  Scliedule 
shall  not  be  paid.  This  portion  shall  be  paid  in 
a  lump  sum  at  tlie  in’gintting  of  the  following 
calendar  year. 

U.  The  bonus  shall  be  recovered  if  tiie 
employee  fails  to  complete  the  period  of  employ- 
inenl  established  by  the  service  agreement.  The 
amount  to  lx;  repaid  siiall  be  determined  by 
pnividing  credit  for  eacli  full  month  of  otiiploy- 
ment  completed  by  the  employee  under  the 
service  agreement,  The  amount  owed  by  the 
employee  sliall  then  be'  recovered  in  accordance 
witli  provisions  eslabli;died  by  del>t  collection 
regulations,  if  a  recruitment  or  reiocaiion  bonus 
must  be  recovered,  the  civilian  personnel  office 
shall  notify  the  civilian  payroll  office  via  SF  .50 
data. 

0.3tl7  LUMl’-SUM  LEAVE  I’A'/MENTS 


tained  in  5  U.S.C.  5551,  as  amended  (reference 

(h)). 

030702.  Lump-.Sum  Payable.  Lump-sum  pay¬ 
ment  for  accumulated  and  current  accrued 
annual  leave  is  as  follows: 

A.  Separated  Employees.  An  employ¬ 
ee  who  is  separated  is  paid  in  a  lump-sum  for  all 
unused  annual  leave  through  the  last  full  pay 
period  Ix'fore  separation.  I  lowever,  if  the  em¬ 
ployee  is  separated  or  nas  a  break  in  service 
(fri>m  one  agency  to  another),  and  is  reemployed 
in  a  po.sition  under  a  leave  system  before  a 
lump-sum  payment  check  can  be  issued  by  the 
separating  activity,  payment  is  made  for  the  days 
the  employee  was  not  in  tlie  Federal  serc'ice  (less 
withholding  tax)  and  tlie  remainder  of  the 
annual  leave  1;;  transferi'ed  Ic.  the  gaining  agency. 

3.  Certain  Ollier  Employees.  An  em¬ 
ployee  enlilU'd  to  a  lump-sum  paymi'iit  for 
accumulated  and  accrued  annual  leave  when  the 
employee: 

1.  Tran.-d'er-i  to  a  position  not 
under  a  leave  system  to  which  annual  leave  may 
K’  transferred; 

2.  Moves  lo  a  position  as  an 
intermittent  emplt'yee  for  ivhoin  theri'  is  no 
eslabli.'ilied  regular  Inurol  duly  or  lo  a  position 
as  a  tempc'rary  employee  engaged  in  construc¬ 
tion  work  at  hourly  raie.s; 

3.  Ente'x  the  Armed  I'orces  or 
li.insfers  to  a  public  ink’niational  organization, 
provided  the  employee  does  not  elect  lo  retain 
the  annual  leave  to  his  or  her  cmdil,  I  lowever, 
Icavi'  restored  under  5  U.S.C.  ()3()4(d)  (reference 
(b))  must  be  iiejuidated  by  luinji-sinn  payment 
even  though  election  i;  made  to  retain  the  ac¬ 
cumulated  and  current  accrued  annual  leave. 

C.  I’avmcnt  to  Heneliciarv.  Accumu¬ 
lated  and  accrued  annua'  leave  to  the  credit  of 
an  employee  at  the  time  of  death  shall  be  paid  in 
a  lump  sum  lo  a  designated  benefiriai-y.  if  the 
employee  has  not  designated  a  beneficiary,  a 
lump  sum  shall  Ix'  paid  in  tlie  established  order 


030701.  Ri’ttulations.  The' regulations  governing 
lump-sum  payment  h"-  annual  leave  are  eon 
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of  precedence  under  5  U.S.C.  5581-5582  (refer¬ 
ence  (b)), 

030703.  Lump-Sum  Not  Payable,  A  lump-sum 
payment  may  not  be  made  to  an  employee  for 
accumulated  annual  leave: 

A.  When  transferring  to  a  position  to 
which  annual  leave  is  transferable; 

B.  When  a  student  trainee  is  placed 
in  an  intermittent  status  between  full-time  tours 
of  duty. 

030704.  Computation  of  Lump-Sum  Payment 

A.  General  Rule.  The  lump-sum  pay¬ 
ment  for  annual  leave,  including  restored  and 
reinstated  leave,  is  based  on  the  rate  of  pay  the 
employee  is  receiving  at  the  time  of  separation. 
Payment  is  also  based  upon  t.he  employee's 
rights  under  all  applicable  laws  and  regulations 
existing  at  the  time  which  would  have  affected 
the  pay  had  a  separation  fnim  service  not  oc 
curred  during  the  projected  lump-sum  leave 
period.  Thu.s,  for  example,  an  employee  whose 
retained  pay  is  scheduled  to  terminate  during 
the  project'd  leave  period  should  have  the 
lump-sum  leave  payment  computed  on  theba.sis 
of  the  pay  being  received  at  the  lime  of  separa¬ 
tion  for  the  period  covered  by  the  retained  rate, 
with  the  remaindet  computed  at  the  scheduled 
reduced  rate.  Also,  an  employee  is  entitled  to  an 
adjustment  in  tlie  lump-sum  leave  payment 
whenever  a  statutory  change  in  pay  becomes 
effective  on  a  date  vsliich  occurs  during  the 
projected  leave  period.  The  lump-sutn  payment 
for  an  FWS  employee  is  similarly  adjusted  if  the 
separation  occurs  after  the  issue  date  of  a  wage 
.schedule  or  after  a  wage  survey  was  ordered, 
but  before  the  effective  date  of  the  wage  increase 
as  follows: 

1.  When  an  FWS  employee  is  on 
the  roiis  on  the  date  an  order  granting  an  in¬ 
crease  is  i.ssued,  but  separates  before  the  effective 
dale  of  the  wap'e  incrca.se  and  if  his  or  her 
accrued  annual  leave  extends  beyond  the  effec¬ 
tive  date  of  the  wage  increase,  the  employee  Ls 
entitled  to  hav(>  liis  or  her  lump-sum  annual 
leave  payment,  authorized  under  .8  U.S.C. 
5551(a)  (reference  (b)),  paid  at  the  higher  rate  for 


the  leave  that  extends  beyond  the  effective  date 
of  the  increase  (59  Comp.  Gen.  494  (1980))  (refer¬ 
ence  (p)). 

2.  When  an  FWS  employee 
separates  after  a  wage  .survey  is  ordered,  but 
before  the  date  the  order  granting  the  wage 
increase  is  issued  and  if  his  or  her  accrued 
annual  leave  extends  beyond  the  effective  date  of 
the  increase,  the  employee  is  entitled  to  have  the 
lump-sum  annual  leave  payment  paid  at  the 
higher  rate  for  the  leave  that  extends  beyond  the 
effective  date  of  the  increase,  however,  the 
ordergranting  the  new  wage  rate  must  be  issued 
before  the  effective  date  set  by  5  U.S.C. 
5344(b)(3)  and  (2)  (reference  (b)).  Refer  to  59 
Comp.  Gen.  494  (1980)  (reference  (p)). 

B.  Projectini;  the  Leave.  Nonwork¬ 
days  (except  holidays)  ore  not  counted  against 
the  leave  when  projecting  tlie  period  over  which 
the  leave  would  otherwise  be  charged.  The 
period  covered  by  a  lump-sum  leave  payment  is 
not  counted  as  civilian  I  edcra)  service. 

C.  Additional  Fay.  There  is  no  prov!- 
sion  to  pay  any  premium  pay  for  tlie  period 
covered  by  a  lump-sum  payment  and,  therefore, 
employees  are  only  eiililled  to  their  basic  pay. 
However,  employees  wlio  receive  annual  premi¬ 
um  pay  for  standby  duly  under  5  U.S.C. 
5545(c)(1)  (reference  (b))  and  employees  who 
meet  the  definition  of  a  law  enforcement  officer 
receiving  annual  premium  pay  for  administra¬ 
tively  uncontrollable  overtime  under  5  U.S.C. 
554.5(c)(2)  (reference  (b))  will  also  receive  annual 
premium  pay  as  part  of  their  basic  pay,  Coase- 
qucntly,  only  tliose  paunium  pays  would  be 
included  in  a  lump-sum  payment.  Excluded 
from  the  lump-sum  payment  are  any  post  differ¬ 
entials  under  5  U.S.C.  5925  (referenci;  (b))  and 
danger  pay  allowances  under  5  U.S.C.  5928 
(reference  (b)). 

D.  Reemployed  Annuitants.  The 
lump-sum  payment  for  reemployed  annuitants 
upon  separation  from  tlie  service  is  based  on  the 
full  pay  rate  without  any  reduction  hy  the 
amount  of  llie  annuity. 

E.  Temporary  Promotions.  If  the 
civilian  peisonnel  office  has  not  terminated  a 
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temporary  promotion  prior  to  or  as  of  the  em¬ 
ployee's  separation  date,  lump-sum  leave  will  be 
paid  at  the  rate  of  the  temporary  promotion 
through  the  not-to-exceed  date.  After  that  time, 
the  rate  will  revert  to  the  employee’s  permanent 
rate  of  pay. 

F.  Payment.  Lump-sum  leave  will  be 
paid  after  the  end  of  the  pay  period  in  which  the 
separation  transaction  is  received.  Thus,  lump¬ 
sum  leave  may  or  may  not  be  included  with  any 
regular  pay  earned,  depending  on  when  the 
separation  transaction  is  received.  Payments  will 
be  identified  separately,  allowing  the  lump-sum 
leave  to  be  taxed  at  a  flat  28  percent  f  '“deral 
withholding,  except  when  the  emph  ='s  ex¬ 
emptions  claimed  on  the  W-4  exceed  the  'egular 
pay.  In  the  latter  situation,  the  lump-sum  leave 
and  the  regular  pay  for  the  pay  period  will  be 
combined,  and  the  taxes  will  be  computed  as  if 
the  total  were  a  single  payment, 

030705.  Refunds.  When  a  lump-sum  payment 
has  been  made,  and  the  employee  reenters  the 
Federal  service  in  a  position  subject  to  a  formal 
leave  .system,  he  is  required  to  refund  the  uncx- 
pired  portion  of  the  period  covemd  by  the 
lump-sum  leave  payment  This  refund  is  re¬ 
quired  because  all  such  uncxpimd  leave  is 
subject  to  recredif  even  though  transfer  to  a  dif¬ 
ferent  leave  system  is  involved.  Recredit  of 
leave  will  be  determined  subject  to  the  following 
paragraphs.  See  ITM  Supplement  990-2,  Book 
550,  Subchapter  2  (reference  (k)). 

A.  Reuular  Annual  Leave 

1.  If  n-’employment  is  in  the 
same  leave  year,  any  part  of  the  refund  which  is 
for  a  period  of  leave  in  excess  of  the  employee's 
formerly  established  leave  ceiling  for  the  year 
shall  become  subject  to  the  regular  procedua's 
regarding  forfeiture  or  possible  restoration  at  the 
end  of  the  leave  yea''  Excess  leave  may  be  paid 
in  another  lump-sum  paymcjii  if  anotlier  separa¬ 
tion  occurs  before  the  end  of  ihe  leave  year 
(FPM  Supplement  990-2,  Book  550,  paragraph  2- 
4a(l){b)  (reference  (k)), 

2.  If  reemployment  is  in  a  subse¬ 
quent  leave  year,  and  any  part  of  the  refund  is 
for  a  period  represented  by  more  than  the  leave 


ceiling  (e.g.,  240  hours),  a  refund  v/ill  be  re¬ 
quired  of  all  the  unexpired  portion.  However, 
only  a  maximum  of  the  leave  ceiling  hours  may 
be  recredited  to  the  regular  leave  account.  Any 
hours  in  excess  of  the  leave  ceiling  are  consid¬ 
ered  forfeited,  unless  it  can  clearly  be  established 
that  the  excess  would  have  become  restored  in  a 
separate  account  if  the  separation  had  not  oc¬ 
curred. 

B.  Restored  Annual  Leave.  If  any 
part  of  the  refund  is  for  a  period  of  restored 
leave,  the  restored  leave  shall  again  be  estab¬ 
lished  in  a  separate  account.  The  limiting  date 
for  its  use  shall  be  the  same  date  as  that  original¬ 
ly  established  during  the  former  employment.  If 
the  originally  established  limiting  date  for  the 
use  of  the  restored  leave  would  have  occurred 
before  the  date  of  reemployment,  a  refund  will 
be  required  for  all  of  the  unexpired  portion. 
However,  none  of  that  restored  leave  may  be 
rccredited. 

C.  Procedures.  Obtain  a  refund  in 
the  gross  amount  equal  to  the  gross  compensa¬ 
tion  received  for  the  unexpired  portion  of  the 
leave  period.  Make  collections  either  by  cash  or 
payroll  deduction, 

1.  Processing  Aclions: 

a.  Audit  the  transferred  SF 

1150. 

b.  Credit  the  refund  to  the 
appropriation  currently  charged  for  the  employ¬ 
ee's  .salary. 

c.  Process  Ihe  cash  collec¬ 
tion  or  payroll  deduction. 

d.  Credit  the  employee's 
leave  account  wlicn  the  total  amount  has  been 
collected. 

e.  Process  as  a  cash  collec¬ 
tion  any  check  for  the  unoxpired  portion  of  lump 
sum  leave  payable  to  Ihe  Treasurer  of  the  United 
Stales  received  from  another  DoD  installation. 
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2.  After  collection  of  the  full 
amount  of  the  refund,  prepare  a  statement  for 
the  employee  including; 

a.  References  to  5  L'.S.C. 
5551  (reference  (h))  as  the  basis  for  the  refund. 

b.  Date  the  refund  was 

fully  paid. 

c.  Total  amount  collected. 

d.  Statement  that  the  earn¬ 
ings  shown  on  Form  W-2,  "Wage  and  Tax  State¬ 
ment,"  for  the  calendar  year  in  which  the  refund 
was  made  were  not  decreased  by  the  nTund 
amount.  If  refund  is  spread  over  2  payroll  years, 
make  a  separate  statement  for  each  year, 

3.  Distribute  the  statement  as 

follows: 

a.  Give  the  signed  original 
and  one  copy  to  the  employee, 

b.  Attach  a  .signed  copy  to 
Form  W-2  or  tapes  ,sent  to  the  SSA. 

c.  Send  a  copy  to  any  Stale 
or  local  taxing  ..uthorify  as  appropriate. 

0308  SEVERANCE  PAY 

030801.  Qualifications.  An  employee  who 
qualifies  under  5  U.S.C.  5595  (mference  (b))  is 
entitled  to  severance  pay  in  regular  pay  period 
intervals  and  amounts  equal  to  that  paid  before 
separation.  An  employee  .separated  within  a  pay 
period  rather  than  at  the  end  of  a  pay  period 
receives  an  initial  payment  of  severance  pay  for 
the  remainder  of  that  pay  period.  Severance  pay 
for  employees  with  variable  work  r'chedules  or 
rates  of  pay  is  computed  on  the  basis  of  the 
average  rate  of  basic  pay  for  the  last  position 
held  during  the  26  biweekly  pay  periods  imme¬ 
diately  prcieding  separation  (5  C.F.R.  550.707) 
(reference  (1)).  Collection  of  an  indebtedness 
from  an  employee's  severance  pay  is  permissible 
under  31  U.S.C.  3716  (reference  (d)).  Additional¬ 
ly,  under  5  C.F.R,  581.103  (reference  (1)),  sever¬ 
ance  pay  is  subject  to  court-ordered  garnish¬ 


ments  for  alimony,  child  support,  and  commer¬ 
cial  debts. 

030802.  Payments 

A.  Severance  payments  will  be  made 
by  the  civilian  payroll  office.  If  !he  civilian 
payroll  office  is  deactivated,  the  civilian  payroll 
office  assuming  responsibility  for  si'rvicioe  tl'c 
closed  civilian  payroll  office  continues  payment 
for  the  period  of  eligibility.  The  deaedvaieJ 
payroll  office  will  discontinue  the  payments  and 
send  the  now  civilian  pajunll  office  enough  pay 
data  to  establish  the  severance  payments. 

B.  Severance  payments  are  made 
ba.sed  on  SF  50  data  provided.  Appropriate 
withholding  will  be  made  for  Fedora',  .State  and 
local  income  taxes.  In  the  case  of  employees 
covered  by  FICA  at  the  iime  of  separation.  Social 
Security  and  Medicare  deductioas  will  be  taken. 
If  a  former  employee  dies  before  (he  expiration 
of  the  entitlement  period,  severance  payments 
will  be  continued  on  a  biweekly  basis  to  the 
beneficiary  of  the  deceased  ov  held  in  account 
until  identification  of  ’he  beneficiary  by  the 
civilian  personnel  office.  These  payments  arc 
subject  to  collection  for  any  oulsi-anding  debts 
owed  the  Governmenf,  !•  lowi'vi’r,  any  eourl- 
orderod  garnishments  are  canceled  upon  the 
death  of  an  employee.  Payment."  to  beneficiarii's 
are  not  subject  to  Federal  tax  withholding  re¬ 
quirements. 

030803.  Wilhliuldine:  Tax  Kepi>rts 

A.  When  a  separated  employee  has 
been  paid  the  total  severance  pay  to  which 
entitled,  or  at  the  end  of  the  calendar  year, 
whichever  is  earlier,  a  Form  W-?.  wili  be  kssued. 

B.  Severance  pay  paid  to  beneficiaries 
of  deceased  emplovees  will  be  reported  on  Form 
1099-MlSC. 

0.30804.  Di.scontinued  Entitlement,  Vv'hen  the 
civilian  payroll  office  that  is  making  severance 
payments  to  a  former  employee  receives  official 
notification  from  a  civilian  pci-sonnel  rjffice  or 
other  nppnipriate  source  that  the  individual  has 
been  reemployed  in  the  F’ederal  service,  sever¬ 
ance  paymenis  will  be  discontinued.  Discontinu- 
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ation  of  such  payments  shall  be  effective  on  the 
date  of  reemployment.  The  total  of  amounts 
paid  will  be  reported  to  the  gaining  activity  or 
agency.  This  information  will  be  used  in  deter¬ 
mining  future  entitlement  to  severance  pay  since 
total  severance  pay  during  an  employee's  life¬ 
time  cannot  exceed  1  year's  pay  at  the  rate  re¬ 
ceived  immediately  before  separation  (5  U.S.C. 
5595(c))  (reference  (b)). 

0309  ADVANCE  OF  PAY 

030901.  Policy 

A.  Section  107  of  the  FEPCA  (refer¬ 
ence  (e))  enacted  a  new  law  (5  U.S.C.  5524a) 
(reference  (b))  to  allow  agencies  to  make  advanc¬ 
es  of  pay  to  new  hires.  However,  the  E>oD  has 
not  authorized  the  use  of  these  advances. 

B.  Advances  of  pay  for  DoD  civilian 
employees  proceeding  to  or  arriving  at  a  pos'  of 
assignment  in  a  foreign  area  are  authorized, 
when  applicable.  An  advance  of  pay  is  a  pre¬ 
payment  made  available  to  an  employee  in  a  pay 
status,  A  teacher  in  a  nonpay  status  because  of 
the  summer  recess  shall  tx;  eligible  for  an  ad¬ 
vance  of  pay.  A  single,  lump-sum  pay  advance 
of  up  to  3  months'  net  pay  may  be  authorized  to 
an  employee  with  each  permanent  change  of 
station  (PCS)  to  a  foreign  area.  Net  pay  is  base 
pay  less  deductioas,  allotments,  and  collectioas 
authorized  at  the  time  of  the  advance.  The 
advance  shall  be  computed  as  if  the  net  pay 
were  received  each  payday,  not  to  exceed  G 
paydays.  Advances  are  intended  to  finance 
unusual  employee  expeasos  associated  with 
overseas  assignments  that  often  are  not  other¬ 
wise  reimbursed  and  to  aid  foreign  assignment 
recruitment  and  retention.  Such  expeases  may 
include  traasportation,  storage  of  household 
goods,  shipping  costs,  depo  its  on  living  quarters 
overseas,  and  purchase  of  household  items.  See 
5  U.S.C.  5927  (reference  (b))  and  DoD  1400.25-M, 
CPKI  Chapter  592,  Subchapter  15  (reference  (u)). 

C.  For  purposes  of  this  .section,  a 
DoD  civilian  employee  is  defined  as  a  full-time 
DoD  employee  who  is  a  U.S.  citizen  paid  fnim 
appnjpriated,  revolving,  or  trust  funds.  New 
hires  who  arc  in  a  pay  status  and  traveling  to  a 
foreign  area  on  travel  orders  are  also  included. 


With  respect  to  teachers,  employment  during  a 
normally  scheduled  shift  shall  be  considered 
full-time. 

D.  A  foreign  area  is  defined  as  an 
area  located  outside  the  United  States,  exclusive 
of  the  Commonwealth  of  Puerto  Rico,  territories 
of  the  United  States,  and  other  areas  designated 
by  the  Secretary  of  State  under  E.0. 10903  (refer¬ 
ence  (s)). 

030902.  Eligibility 

A.  The  civilian  personnel  office 
responsible  for  the  employee  shall  verify  the 
eligibility  for  an  advance  by  confirming  the 
travel  orders  and  the  appropriate  pay  grade  and 
step  at  the  foreign  post.  If  confirmation  of  the 
foreign  pay  grade  or  step  is  not  obtained,  the 
I  urrent  net  base  pay  at  the  time  of  the  advance 
shall  bo  used. 

B.  An  employee  may  rt^quest  an 
advance  of  pay  3  weeks  before  the  estimated 
departure  dale  for  assignment  to  a  foreign  duty 
post  or  up  to  2  months  after  arrival. 

030903.  Counseling.  Each  employee  eligible  for 
an  advance  shall  be  counseled  by  the  civilian 
personnel  office  concerning  authorized  purposes 
of  the  advance,  repayment  requirement!!,  expeas¬ 
es  that  can  be  anticipated  at  the  foreign  assign¬ 
ment,  and  application  prexedures. 

030904.  Application.  The  employee  shall  re¬ 
quest  an  advance  on  DD  Form  2274,  "Request 
and  Voucher  for  Advance  of  Civilian  Pay."  The 
form  serves  as  the  request,  authorization,  and 
voucher  document. 

030905.  Collection  of  Advance 

A.  Repayment  shall  be  made  by 
payroll  deduction  over  a  maximum  of  26  pay 
periods.  Deductions  shall  begin  the  first  pay 
period  after  receipt  of  the  advance  or  following 
arrival  at  rhe  foreign  post,  whichever  is  later.  A 
copy  of  DD  Form  2274  must  be  sent  to  the 
gaining  civilian  payroll  office  for  collection  when 
payment  is  made  by  the  losing  disbursing  office. 


67 


9 


9 


0 


Volume  8,  Chapter  03 


DoD  Financial  Management  Regulation 


B.  Partial  or  lump-sum  repayments, 
in  addition  to  payroll  deductions,  shall  be  ac¬ 
cepted. 


C.  When  an  employee  separates  or 
transfers,  the  outstanding  balance  shall  be  due  in 
full.  Advances  of  pay  are  recoverable  fro,n  the 
employee  or  the  employee's  estate  by  deduction 
from  accrued  pay,  amount  of  retirement  credit, 
other  amounts  due  the  employee  from  the  Gov- 
errment,  or  by  other  methods  as  provided  in 
EX)D  Directive  7045.13  (reference  (v)). 

D.  The  Directors  of  the  DFAS  Centers 
may  waive,  in  certain  cases,  the  Government's 
right  of  recovery  of  an  erroneous  pay  advance  in 
accordance  with  the  requirements  in  DoD  Direc¬ 
tive  7045.13  (reference  (v))  and  5  U.S.C.  5584 
(reference  (b)). 


include  current,  accurate,  and  complete  records 
of  obligations,  receivables,  and  collections. 

G.  On  an  exception  basis,  an  addi¬ 
tional  payment  on  an  advance  shall  be  autho¬ 
rized  when  circumstances  warrant  and  the 
employee  has  not  received  the  full  amount  of  the 
maximum  possible  advance  consistent  with  the 
employee's  pay  grade.  Examples  of  circumstanc¬ 
es  warranting  a  second  payment,  but  not  an 
all-inclusive  list,  are  a  substantial  understatement 
of  the  maximum  advance  authorized;  inadequate 
or  inappropriate  counseling  on  the  purpose  of 
the  advance;  and  unforeseeable  events  leading  to 
a  significant  increase  in  the  cash  outlay  require¬ 
ments  of  an  employee  at  the  foreign  assignment 
location. 

0310  SPECIAL  PAYMENTS 


( 


r 


( 


030006.  Other  Requirements  or  Conditions 

A.  An  employee  is  authorized  only 
one  outstanding  advance  at  a  time,  regardless  of 
the  frequency  of  PCS.  If  an  employee  becomes 
eligible  for  a  .second  advance,  the  first  shall  be 
liquidated  before  payment  is  made  for  the 
second  advance  a’quest. 

B.  More  than  one  member  of  a 
household  may  be  eligible  for  an  advance. 

C.  Allotments  and  assignments  of  ad¬ 
vances  shall  not  be  authorized. 

D.  Advances  shall  bo  paid  to  employ¬ 
ees  of  another  Federal  agency  on  a  reimbursable 
basis  provided  thine  is  an  agreemi'nt  between 
the  other  agency  and  DFAS  to  make  similar 
payments  to  DoLl  employees. 

E.  Submission  of  statements  and 
documenus  from  the  employee  establishing  the 
need  for,  and  the  use  of,  an  advance  may  be 
rccjuirou. 


F.  Management  controls  shall  be 
developed  to  ensure  only  authorized  en.ployocs 
obtain  an  advance  and  complete  accountability 
procedures  exi.st  for  the  disbursement  and  collec¬ 
tion  of  pay  advance.s.  Accounting  records  shall 


031001.  Special  salary  payments  will  be  made 
in  accordance  with  paragraph  080102. 


0311 


AWARDS 


031101.  General.  Chapter  45  of  5  U.S.C.  (refer¬ 
ence  (b))  is  the  legal  basis  for  the  Govern¬ 
ment-wide  incentive  awards  program.  0PM 
prescribes  regulations  and  instructions  under 
which  the  awards  programs  shall  be  carried  out. 


031102.  Incentive  Awards.  The  head  of  each 
department  or  agency  may  authorize  the  pay- 
mentof  cash  awards  and  incur  necessary  expens¬ 
es  for  the  honorary  recognition  of  civilian  em¬ 
ployees.  Recognition  should  be  granted  for  their 
suggestioas,  inventions,  superior  accomplish¬ 
ments,  or  other  personal  efforts  which  contribute 
to  the  efficiency,  economy,  or  other  improve¬ 
ments  of  Government  operations  in  connection 
with  or  related  to  their  official  employment. 


A.  Regular  Awards.  The.se  awards 
are  designed  to  recognize  and  reward  efforts  that 
substantially  exceed  normal  standards  or  cxpcc- 
tatioas  and  result  in  improved  Gtivemment 
productivity  or  services. 


B.  On-the-Spot  Awards.  These  are 
"Special  Act  or  Service”  awards  (5  C.F.R.  Part 
451)  (reference  (1))  designed  to  n'cogni/.e  quickly 
one-time  and  short-term  efforts  by  employees 
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tliat  result  in  service  of  an  exceptionally  high 
quality  or  quantity.  Normally,  these  awards  do 
not  exceed  $250. 

C.  Time  Off  as  an  Incentive  Award. 
Authorized  by  5  U.S.C.  4502(e)  (reference  (b)),  a 
time-off  award  may  be  granted  in  lieu  of  cash  (5 
C.F.R.  451.301-451,307)  (reference  (1)). 

1.  Time  off  granted  as  an  incen¬ 
tive  award  must  be  used  within  1  year  from  the 
effective  date.  Sick  leave  may  be  granted  to  an 
employee  who  becomes  incapacitated  for  duty 
during  a  period  of  time  off.  Supervisors  and 
employees  are  responsible  for  scheduling  the  use 
of  this  leave  within  1  year.  The  incentive  leave 
is  forfeited  if  not  used  within  the  1  year  time 
frame.  There  is  no  provision  for  restoring  time- 
off  awards. 

2.  The  maximum  amount  of 
time  off  v^hich  can  be  granted  to  a  full-time 
employee  for  a  single  achievement  is  40  hours. 
The  maximum  amount  of  time  off  which  can  be 
granted  to  a  full-time  employee  within  1  leave 
year  is  80  hours.  Part-time  employees  and 
employees  with  uncommon  tours  of  duty  may 
be  granted  onc-half  the  average  number  of  hours 
in  the  employee's  biweekly  tour  of  duty  for  a 
single  achievement.  The  maximum  amount  of 
time  off  which  can  be  granted  to  part-time 
employees  and  employees  with  uncommon  tours 
of  duty  during  any  1  leave  year  is  the  average 
number  of  hours  of  work  in  the  employee's 
biweekly  scheduled  tour  of  duty. 

3.  Unused  time  off  should  be 
transferred  when  an  employee  transfers  from 
one  activity  to  another,  but  remains  within  the 
same  agency,  e.g,,  Army  to  Army.  If  an  employ¬ 
ee  changes  his  or  her  agency,  any  unused  time 
off  shall  be  forfeited. 

D.  Productivity  Gainsharing  Pro¬ 
grams.  These  programs  use  incentive  and 
employee  involvement  systems  to  improve 
productivity  and  to  achieve  more  efficient, 
effective  use  of  resources.  Gains  resulting  from 
these  improvements  arc  shared  with  the  employ¬ 
ees. 


E.  Foreign  Language  Awards.  These 
awards  are  paid  to  qualifying  iaw  enforcement 
officers  who  arc  proficient  in,  and  use,  a  foreign 
language(s)  in  the  performance  of  their  duties. 

031103.  Payroll  and  Payment  Procedures 

A.  The  civilian  payroll  office  accepts 
the  SF  50  or  automated  systems  equivalent  from 
the  civilian  personnel  office  as  authorization  for 
payment  of  cash  awards  or  granting  of  time-off 
awards.  Normally,  cash  awards  will  be  included 
in  the  employee's  biweekly  pay;  however,  sepa¬ 
rate  checks  will  be  drawn  for  awards  if  specifi¬ 
cally  requested  by  management, 

B.  Time-off  awards  shall  be  posted  to 
the  employee's  record  and  reduced  when  the 
time  off  is  taken  and  or  forfeited.  Usage  report¬ 
ed  prior  to  the  receipt  of  notification  of  the 
award  shall  be  reflected  as  a  negative  balance  in 
the  civilian  payroll  system.  Failure  of  the  civil¬ 
ian  pcnsonnel  office  to  provide  notification  of  the 
granting  of  the  award  within  2  pay  periods  of 
the  usage  shall  be  assumed  to  be  a  time  and 
attendance  error.  The  usage  shall  then  be  con¬ 
verted  as  shown  in  Table  5-2. 

C.  Cash  award  payments  are  subject 
to  the  withholding  provisions  of  the  Federal 
income  tax  law,  the  withholding  pnwisions  of 
State  income  tax  laws,  and  the  provisions  of 
FICA.  The  payroll  system  will  automatically 
deduct  28  percent  Federal  tax  on  special  earnings 
of  this  nature.  The  applicable  State /local  tax 
deductions  and  Social  Security/Medicarc  deduc- 
lion-s  will  be  computed  based  on  tax  information 
in  the  employee's  current  master  record.  No 
State/local  taxes  are  withheld  for  employees 
assigned  to  overseas  duty  locations  unless  re¬ 
quested  by  the  empli  cc. 

D.  Payment  to  Separated  Employees 

1.  When  possible,  the  employee 
can  be  reestablished  on  the  payroll  using  the  last 
known  information  on  ‘.ho  employe's  master 
account  record  for  applicable  deductions  and 
mailing  address. 

2.  If  the  empl[)yee  cannot  be 
reestablii.hcd,  pr.ymenl  can  be  made  by  SF  1034, 
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"Public  Voucher  for  Purchases  ami  :3ervices 
Other  Than  Personal." 

E.  Cash  award  payments  must  be 
included  on  an  employee's  LES  as  well  as  the 
Form  W-2. 

0312  CONTINUATION  OF  PAY  (COPl  FOR 
FEDERAL  EMPLOYEES 

031201.  The  Federal  Employees'  Compensation 
Act  (FECA),  codified  in  pertinent  part  in  5  U..S.C. 
Chapter  81  (reference  (b)),  provides  compensa¬ 
tion  and  authorized  medical  cam  for  all  civilian 
employees  of  the  United  States  for  di.sability  due 
to  personal  injury  sustained  while  in  the  perfor¬ 
mance  of  duty.  Regulations  governing  injury 
compeasalion  arc  contained  in  20  C.F.R.  Part  10 
(reference  (w)). 

A.  Civilian  employees  arc  entitled  to 
medical  care  and  compeasation  for  absences  due 
to  traumatic  on-the-job  injuries  and  disease 
sustained  while  in  the  performance  of  duty. 
Traumatic  injury  is  not  the  same  as  disability 
from  occupational  disease.  Eligible  employees 
arc  entitled  to  up  to  45  calendar  days  of  COP  for 
traumatic  injury. 

B.  The  FECA  is  administered  by  the 
OWCP,  U.S.  Department  of  Labor,  through 
district  offices.  Each  civilian  personnel  office 
maintains  the  district  address  that  services  its 
legion. 

031202.  Continuation  of  Pay  -  Traumatic  Injury. 

A.  Entitlement  to  Continuation  of 
Paj^.  An  employee  who  sustains  a  disabling  job- 
related  traumatic  injury  is  entitled  to  the  contin¬ 
uation  of  R'gulai  pay  for  a  period  not  to  exceed 
45  calendar  days  for  each  occurrence.  The  pay  is 
s  ibjcct  to  income  tax,  retirement,  Social  Security 
and/or  ivledicarc,  and  ali  other  normal  deduc- 
tioas.  The  pav  for  a  separated  employee  who  is 
entitled  to  COP  will  be  subject  to  income  taxes. 
Social  Security  and/or  Medicare,  if  appropriate. 
No  other  drjductioas  will  be  taken.  The  injured 
employee's  pay  must  continue  unless  the  claim 
is  controverted  by  the  employing  activity. 
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1.  Regular  Pay.  Regular  pay  is 
defined  as  follows: 

a.  For  a  full-time  or  part- 
time  employee  who  works  the  same  number  of 
hours  per  week,  the  weekly  pay  rate  shall  be 
equal  to  the  number  of  hours  regularly  worked 
each  week  time.s  the  hourly  pay  rate  on  the  date 
of  injuiy  including  premium  pay,  night  or  shift 
differential,  Sunday  and  holiday  pay,  and  other 
extra  pay,  exclusive  of  overtime. 

b.  For  a  part-time  employee 
who  does  not  work  the  same  number  of  hours 
per  week,  the  weekly  pay  rate  will  be  the  aver¬ 
age  weekly  earnings  for  the  1  year  period  before 
the  date  of  injury,  exclusive  of  overtime. 

c.  For  an  intermittent  or 
part-time  employee,  either  permanent  or  tempo¬ 
rary,  who  docs  not  work  each  week  of  the  year 
(or  the  period  of  appointment),  the  weekly  pay 
rate  equals  the  average  of  the  employee's  weekly 
earnings  during  the  1  year  period  before  the 
injury.  It  is  computed  on  the  basis  of  the  total 
earnings  divided  by  the  number  of  weeks 
worked  (partial  weeks  worked  are  counted  as 
whole  weeks).  The  annual  earnings  used  for  this 
computation  must  not,  however,  be  less  than  150 
times  the  average  daily  wage  earned  within  1 
year  before  the  date  of  injury  (the  daily  wage  is 
the  hourly  rate  times  eight). 

2.  Standby  premium,  night  or 
shift  differential,  Sunday  or  holiday  pay,  or  other 
extra  pay  should  be  included  in  regular  pay  in 
all  iastances.  Overtime  pay,  however,  must  nc;t 
be  made  part  of  COP  except  in  the  case  of 
firefighters.  If  a  salary  increase  (pay  raise,  step 
increase,  promotion,  etc.)  occurs  during  the  45- 
day  period,  the  new  salary  rate  as  of  the  effec¬ 
tive  date  of  the  increase  will  be  used  for  comput¬ 
ing  the  remaining  COP. 

B.  Cont'  version.  Sometimes  an 
agency  objects  to  p  ying  a  claim  for  COP,  either 
for  one  of  the  reasoas  provided  by  regulation  or 
for  some  other  reason.  This  action  is  conttxwer- 
sion.  The  employing  activity  may  controvert  a 
claim  by  completing  the  indicated  portion  of 
Form  CA-1,  "Federal  Employee  Notice  of  Trau¬ 
matic  Injury  and  Claim  for  Continuation  of 
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Pay/Compensation/'  and  submitting  detailed 
information  in  support  of  the  controversion  to 
the  OWCP. 

C.  Termination  of  COP.  When  pay  is 
continued  after  the  employee  stops  work  because 
of  a  disabling  injury,  it  must  not  be  interrupted 
until  the  earliest  of  one  of  the  following  occurs: 

1.  The  employee  has  not  provid' 
ed  prima  facie  medical  evidence  of  injury-related 
disability  within  10  days  after  the  employee 
claims  COP  or  the  disability  begins  or  recurs. 

2.  The  activity  receives  medical 
infonnation  from  the  attending  physician  to  the 
effect  that  the  employee  is  no  long-r  disablerl. 

3.  The  activity  receives  notifica¬ 
tion  from  the  CWCP  that  pay  should  be  termi¬ 
nated. 


pensation  from  OWCP.  The  employee's  sched¬ 
uled  nonwork  days  arc  included  in  determining 
the  45  days  if  medical  evidence  supports  that  the 
employee  is  disabled;  however,  tliere  will  be  no 
COP  paid  for  those  nonwork  days. 

E.  Light-duty  Status.  When  a  deter¬ 
mination  can  be  made  that  an  employee  is 
capable  of  performing  light  duty  after  an 
on-the-job  injury,  COP  is  chai^eablo  against  the 
45-day  entitlement  when  a  personnel  action  has 
been  taken  to; 

1.  Assign  or  detail  the  employee 
to  an  identified  position  for  which  a  position 
descriptkm  exists  which  is  classified  at  a  lower 
salary  level  than  tliat  earned  by  the  employee 
when  injured; 

2.  Change  the  employee  to  a 
lower  grade,  or  to  a  lower  rate  of  basic  pay;  or 


4.  A  total  of  45  calendar  days 

has  elapsed. 

5.  The  employing  agency  re¬ 
ceives  evidence  that  the  employee  is  partially 
disabled  and  the  employee  refuses  suitable  work. 

(i.  The  employee's  scheduled 
term  of  employment  expires  and  the  date  of 
termination  has  been  established  prior  to  the 
date  of  injury, 

E).  COP  Period.  The  45  days  are 
calendar  days.  If  the  employee  has  stopped 
work  Ix'cause  of  the  disabling  effects  of  the 
injury,  the  period  starts  at  the  beginning  of  the 
first  full  d’y  >ir  first  full  shift  on  which  the 
disability  begins.  The  activity  will  keep  the 
employee  in  a  pay  status  for  any  fraction  of  a 
day  or  shift  on  which  tlie  disability  begires  with 
no  charge  to  the  45-day  period.  If  the  employee 
stops  work  for  only  a  portion  of  a  day  or  shift 
(other  than  the  day  or  shift  when  disability 
begins),  that  day  or  shift  will  be  considered  as  1 
calendar  day.  If  an  employee  is  not  immediately 
disabled  as  a  result  of  the  injury,  the  45  days 
will  begin  on  the  first  full  day  or  the  first  full 
shift  wlicn  disability  begins.  The  initial  u.sc  of 
COP  must  begin  witiiin  yo  days  of  the  date  of 
injury  or  the  employee  is  only  entitled  to  com¬ 


3.  Change  the  employee  to  a . 
different  schedule  of  work  which  results  in  loss 
of  salary  or  premium  pay  authorized  for  the 
employee's  norn>al  administrative  workweek. 

An  employee  placed  in  light  duty  status  who 
refuses  to  work  after  suitable  work  is  offered  is 
not  entitled  to  COP. 


F.  Recurri'nce  of  Disability.  Shtiuld 
an  employee  suffer  a  recurrence  of  the  disability, 
the  regular  pay  can  be  continued,  providing  the 
45  calendar  days  were  not  all  "used"  during  the 
initial  period  of  disability.  This  is  applicable, 
however,  only  during  a  90-day  period  beginning 
from  the  date  the  employee  first  returned  to 
work  following  the  initial  disability.  If  a  recur¬ 
rence  happens  after  the  90  days  have  expired, 
the  regular  pay  should  not  be  amtinued  al¬ 
though  some  of  the  45  days  may  remain  "un¬ 
used."  In  .such  iastance,  the  employee  is  entitled 
only  to  compensation  payable  by  OWCP. 


G.  U.se  of  Leave  Instead  of  COP 


1.  An  employee  may  use  annual 
or  sick  leave  to  cover  all  or  part  of  an  absence 
due  to  an  injury.  If  an  employee  elects  to  use 
leave,  ci''h  full  or  partial  day  for  which  leave  is 
taken  will  be  counted  against  the  45  days  of 
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entitlement.  Therefore,  when  an  employee  uses 
cor  intermittently  along  with  sick  or  annual 
leave,  entitlement  is  not  extended  beyond  45 
days  of  combined  absences, 

2.  An  election  of  sick  or  annual 
leave  is  not  irrevocable.  If  an  employee  who  has 
elected  leave  for  the  period  wishes  to  elect  COP, 
the  employing  activity  must  make  such  a  change 
on  a  prospective  basis  from  the  date  of  the 
employee's  request.  When  the  employee  wishes 
to  have  leave  restored  retroactively,  the  employ¬ 
ing  activity  must  honor  the  request,  provided  the 
employing  activity  receives  prima  facie  medical 
evidence  or  injury- related  disability  for  the 
period.  A  conected  time  and  attendance  report 
is  needed  to  authorize  a  change  from  leave  to 
COP. 

3.  Leave  Status  of  Employees 
Eligible  for  COP 

a .  The.se  employees  must  be 
placed  in  a  leave  status  for  time  lost  faim  work 
due  to  injury  in  excess  of  the  45  days  of  COP. 
They  may  take  annual  or  sick  leave,  or  LWOP,  if 
necessary,  until  OWCP  approves  their  claims, 
Employees  who  arc  receiving  OWCP  compeasa- 
tion  after  the  45-day  period  must  be  in  a  LWOP 
status, 

b.  The.sc  employees  must 
buy  back  annual  or  sick  leave  taken  under 
subparagraph  031?,02.G.3,a,  when  they  are 
awarded  compensation  by  OWCI’  except  under 
subparagraph  031202. 0.3..-.  They  cannot  receive 
dual  compensation  for  pay  and  leave  and  OWCP 
compeasation  for  that  time  lost  due  to  injury. 
The  leave  will  be  reinstated  when  bought  back. 

c.  Employees  eligible  foe 
COP  who  take  annual  or  sick  leave  for  time  lost 
due  to  injury  instead  of  COP  are  not  eligible  for 
OVA'CP  compen-sation  for  that  leave.  Such  em¬ 
ployees  may  not  buy  back  that  leave  and  have  it 
reinstated. 

4.  Employees  not  eligible  for 
COP  must  be  in  a  leave  status  during  absence 
due  to  injury.  They  may  take  annual  or  sick 
leave  or  LWOP  while  awaiting  GWCP's  decision 
on  their  claims.  They  must  be  in  an  LWOP 
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slatu.s  while  receiving  OWCP  compensation. 
These  employees  may  buy  back,  and  have  rein¬ 
stated,  all  annual  and  sick  leave  used  for  time 
lost  from  work  due  to  injury  if  OWCP  approves 
their  claims  for  compensation. 

031203.  Buy  Back  of  Leave 

A.  General.  When  an  employee  elects 
to  fake  sick  or  annual  leave,  or  both,  subsequent 
to  the  completion  of  45  days  of  COP  or  in  the 
case  of  occupational  disease,  and  the  claim  for 
compensation  is  subsequently  approved  by 
OWCP,  the  employee  may  arrange  with  the 
civilian  payroll  office  to  buy  back  the  leave  used 
within  1  year  of  the  date  the  claim  was  approved 
and  have  it  recredited  to  the  leave  account.  The 
civilian  payroll  office  shall  make  arrangements 
with  OWCP  to  have  compensation  for  the 
"buy-back"  period  paid  directly  to  that  office. 
After  receipt,  the  civilian  payroll  office  will 
notify  the  employee  of  the  amount  to  be  repaid 
and  the  method  of  repayment.  An  employee 
who  e-Iects  to  use  sick  or  annual  leave,  or  both, 
during  the  45-day  period  of  COP  may  not  buy 
back  the  leave  by  claiming  compensation  for 
such  period. 

B.  Computation.  The  gross  amount 
paid  for  leave  used  during  a  period  retroactively 
covered  by  compensation  must  be  recovered; 
however,  certain  deductions  may  be  recovemd 
by  payroll  adjustment.  The  amount  recovered 
from  the  employee  and/or  OWCP  will  depend 
on  whether  payment  for  the  leave  was  made  in 
the  current  year  or  in  a  prior  year.  See  Figures 
3-1  and  .3-2  for  examples. 

C.  Curamt  Year  Recovery.  The 
amount  to  be  < ollecled  for  leave  payments  made 
in  the  current  calendar  year  will  lie  the  net  pay 
plus  deductioas  fur  hoiid.s,  savings  dllolinent.s, 
alimony  and/or  child  support,  rent,  indcbtcdne.ss 
lu  the  United  State.s,  and  any  other  deductions 
for  which  the  employee  n^ceived  value,  but 
cannot  be  otherwise  collected.  LX'ductions  that 
will  be  reversed  (if  applicable  and  if  the  monies 
are  recovered)  in  the  payroll  system  are 
CSRS/FERS,  Social  Security/Medicare,  Federal 
lax,  health  benefits,  (if  OWCI’  payment  is  for 
more  than  28  days),  gniup  life  insurance  (basic 
and  optional).  State  tax,  city  or  l<x:al  tax,  union 
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dues,  charitable  contributions,  military  service 
credit  deposits  and  civilian  service  credit  depos¬ 
its.  Adjustments  to  earnings  to  date  for  other 
than  those  items  reversed  in  the  payroll  system 
shall  be  made.  Amounts  collected  from  the 
employee  and/or  OWCP  shall  be  taken  up  as  a 
cash  refund  on  a  voucher  for  disbursement 
and/or  collection. 

D.  Prior  Year  Recovery.  The  amount 
to  be  collected  for  leave  payments  made  during 
a  prior  year  will  be  the  gross  amount  less 
CSRS/FERS,  Social  Security  and/or  Medicare, 
and  FEGLI.  The  procedure  in  subparagraph 
031203.C.  will  be  followed  for  payroll  reversals 
,ind  cash  collection.  The  credit  to  CSRS/FERS 
will  be  posted  as  a  separate  credit  line  item  on 
the  fiscal  side  of  the  SF  2806/3100  indicating  the 
year  for  which  the  adjustment  was  made  with  an 
explanation  in  the  "Remarks"  column.  Adjust¬ 
ments  for  Federal,  statu,  and  city/local  income- 
taxes  are  not  authorized.  The  Form  W-2  pre¬ 
pared  for  the  employee  upon  separation  or  at  the 
end  of  the  payrtill  year,  as  appropriate,  will  not 
include  any  tax  adjustments  for  a  prior  year.  A 
certified  statement  must  be  prepared  to  go  with 
the  current  year's  Form  W-2.  It  will  state  that  a 

refund  for  prior  year  _  was  made  in  the 

amount  of  S _ ,  but  that  the  gr(.)ss  wages 

shown  on  the  current  year  Form  W-2  have  not 
been  reduced  by  the  amount  of  the  refund. 

E.  Partial  Payroll  Dc^ductions.  If  cir¬ 
cumstances  warrant,  the  amount  due  from  the 
employee,  after  recovery  of  tlie  amount  a-paid 
by  OWCP,  may  be  repaid  by  partial  payroll 
deductioas.  Adjustment  of  those  deductions  to 
be  reversed  on  the  payroll  will  nol  be  accom¬ 
plished  until  the  full  amount  has  been  repaid. 

F.  Recrediting  of  Leave.  The  full  ■ 
amount  of  leave  used  during  the  "buy-back" 
period  will  be  rccredited  to  the  employee's  leave 
acciiunt.  Ho'.vever,  leave  b<!ught  hark  may  not 
be  recredited  until  the  total  amount  has  been 
repaid, 

0313  BACKPAY 

031301.  General.  S<?ction  5506  of  5  U.S.C. 
(reference  (b))  and  implementing  regulatioas  in 
5  C.F.R.  .' '10,  Subpart  H  (reference  (1))  authorize 


the  payment  of  backpay  and  reasonable  attorney 
fees  for  the  purpose  of  making  an  employee 
financially  whole  (to  the  extent  possible).  Pay¬ 
ment  of  backpay  can  be  made  when,  on  the  basis 
of  a  timely  appeal  or  an  administrative  determi¬ 
nation  (including  a  decision  relating  to  an  unfair 
labor  practice  or  a  grievance),  an  appropriate 
authority  finds  that  the  employee  was  affected 
by  an  unjustified  or  unwarranted  personnel 
action.  Such  action  must  have  resulted  in  the 
withdrawal,  reduction,  or  denial  of  all  or  part  of 
the  pay,  allowances,  and  differentials,  otherwise 
due  the  employee.  Civilian  personnel  offices 
will  determine  entitlement  to  payment  of  back¬ 
pay  which  will  be  indicated  in  the  remarks 
si-clion  of  the  SF  50. 

031302.  Correcting  Unjustified  or  Unwarranted 
Personnel  Action 

A.  When  an  appropriate  authority 
corrects  or  directs  the  corroclion  of  an  unjustified 
or  unwarranted  personnel  action,  the  employee 
shall  be  deemed  to  have  performed  service  in  the 
DoD  during  the  period  covered  by  the  corrective 
action  and  the  civilian  payroll  office  shall  com¬ 
pute,  for  the  period  covered  by  the  corrective 
action,  tlie  pay,  allowances,  and  differentials  of 
the  employee  as  if  the  improper  personnel  action 
had  not  occurred.  In  no  case,  however,  will  the 
employee  be  granted  more-  pay,  allowance.s,  and 
differentials  under  the  backpay  law  than  they 
would  have  been  entitled  to  if  the  improper 
personnel  action  had  not  occura-d. 

B.  When  an  employee's  total  interim 
earnings  (including  those  from  other  Federal 
employment)  exceed  the  total  amount  of  back¬ 
pay,  the  excess  amount  may  be  retained  by  the 
employee  (Comp.  Gen.  B-iy4777,  October  30, 
1979)  (reference  (p)). 

C.  When  an  employee  has  been 
separated,  corrective  action  is  comp  -ted  on  the 
date  the  DoD  has  reasonably  set,  with  written 
notice  to  tile  employee,  for  return  to  duty.  Until 
that  date,  the  erroneous  action  is  in  effect. 
Failure  by  the  employee  to  report  for  duty  on 
the  date  set  by  the  DoD  may  result  in  the  em¬ 
ployee  being  charged  annual  leave,  leave  with¬ 
out  pay,  or  absence  without  leave  for  the  period 
from  the  date  set  for  return  ( f  the  employee  to 
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work  unti!  ike  date  die  employee  actually  rc“- 
turns  to  work.  However,  an  employee  who 
resigns  iastead  of  rc^turning  to  duty  is  still  enti¬ 
tled  Id  backpay,  since  there  is  rio  i-equirenteni 
that  rile  employee  aiu.vi  return  to  duty.  In  such 
a  case,  the  employee  will  receive  backpay  up  to 
the  ciaie  that  the  employee  is  legitimately  sepa¬ 
rated,  vvhicii  may  Cn,,  Pc  the  date  ihar  the  eiii- 
pioyce  is  requested  to  report  for  duty. 

iJ313U3  Backpay  Ciiinpjlaiioas 

A.  General.  In  computing  the 
amount  of  gross  backpay  due  an  employee,  the 
civilian  payroii  office  must  include  premium  pay 
and  any  changes  vvhich  would  affect  the  amount 
of  pay,  aiiowances,  and  ^jifieivnUais  whtcit  the 
employee  would  have  earned  it  the  unjustified 
or  unwaiTanted  personnel  actum  had  not  oc¬ 
curred.  The  computation  of  tne  net  backpay  to 
whidi  an  employee  is  emideu  Ls  a  iiiicv-step 
process;  interim  net  outside  earnings  from  em¬ 
ployment  taken  to  take  tne  place  of  Government 
employment  must  be  deducted  from  ihe  gross 
backpay  due  the  einpfoyec;  erroneou.,  payments 
receivOu  iroiii  tile  GoverriirietU  a.s  a  resuit  of  an 
unjustified  or  unwarranted  personnel  action 
must  be  deducleU  i'tom  net  backpay  due  the 
employee;  and  otner  autliorizod  deductioas. 
Authorized  deductions  wliich  include  retirement 
deduclioas  computed  on  gross  basic  pay  for  the 

•  period  of  separation,  federal  and  State  taxes 
computed  on  net  backpay  after  deductions  tor 
interim  net  earnings,  ami  healtti  benefits  pa>mi- 
ums,  if  any,  may  be  inaae  froin  the  remaining 
backpay  due  the  employee, 

B.  Computalion  ol  Gross  Backpay 

1.  Jnde,  5  CM'.lh  ti5().H0.S(c) 
(reierettce  (ij),  an  ageni-v  may  not  pay  backpay 
for  anv  period  during  which  me  I'miiloyee  was 
not  ready,  willing,  ano  able  to  peiform  theit 
dutie.s  Ixtcause  ci  an  incapacitating  illness. 
However,  the  employing  agency  must  grant, 
upon  request  of  the  employee,  any  .sick  or  annu¬ 
al  leave  to  the  emiployee's  credit  to  cover  the 
period  of  incapacity  by  reason  of  illness  or 
injury.  In  acldiiion,  an  ageiicy  may  not  pay 
backpay  foi  .mv  peri'-c!  during  vv.'iicb  ihe  em¬ 
ployee  ivus  douvaiiaoie  loi  peiiotifiance  of  their 


duties  for  reasons  not  related  to,  or  caused  by, 
the  unjustified  or  unwarranted  personne!  action. 

2.  In  computing  an  employee's 
pay,  it  is  necessary  to  include  any  within-grade 
increases  (WGI)  to  which  the  employee  became 
entitled  during  the  period  covered  by  the  cor- 
recicd  persimnci  action.  When  the  grant  or 
denial  of  a  WGI  requires  an  accepiabie  level  of 
competence  defermination,  under  5  C.F.R.  Part 
53|,  Subpart  D  (reference  (1)),  the  requiroment.s 
for  such  a  aetennination,  including  the  right  of 
reconsideration  and  appeal,  must  be  followed 
(even  lliough  the  defermination  is  made  retroac- 
iiveiy)  before  the  WGI  may  be  included  in  the 
compuiatit'n  of  the  amount  of  backpay  due  the 
employee,  it  should  bi‘  noted  that  the  regula¬ 
tions  governing  WGls  waive  the  requirement  of 
an  acceptable  level  ot  competence  detenniiialion 
wtien  the  employee  had  less  than  bO  days  of 
service  during  the  final  52  calendar  weeks  of  the 
waiting  period  because  of  the  unjustified  and 
unwufianteu  peisonnel  action  (.5  C.F.R. 
531.<k)9(d))  (reference  (I)). 

o.  In  conifiuting  me  backpay  of 
an  employee  who  is  reslored  to  the  rolls  after  an 
Improper  personne!  action,  any  overtime  tlie 
employee  would  have  earned  during  the  period 
of  the  erroneous  separation  is  to  be  included  in 
the  backpay  even  lluiugh  the  overtime  was  not 
actually  scheduled.  The  melliod  of  computing 
overtime  incident  to  a  backpay  award  due  an 
employee  may  Ixt  bused  on  the  average  number 
of  oveidme  hours  worked  by  fellow  employees 
occupying  similar  positions  during  the  same 
period.  (41  Comp.  Gen,  273  (19bl))  (reference 
(P.O. 

4.  An  empiovee  w'lio  shouid 
b.ive  been  selected  for  overtime  work  because  a 
regulaiioii  or  collective  bargaining  agreement 
provided  for  a.ssignment  of  overtime  work  in  a 
prescriboil  manner  i.s  enlitied  to  backpay  for  the 
overtime  not  worked  if  the  regulation  or  iiondis- 
cretiobury  pirovisionof  the  agrei'ineni  is  violated. 
The  appropriate  authority  must  find  that  the 
action  taken  was  unjustified  or  unwarranted  and 
direct  Ihat  corieeiive  action  oe  taken,  t  he  over- 
iiioi'  will  he  computed  or.  the  basis  of  the  num- 
her  of  liours  workeu  ny  ihe  employee  setecled  to 
perforin  llie  overtime  work  during  the  same 
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period  (54  Comp.  Gen.  1071  (1975))  (reference 
(P))- 

5.  Any  allowancc.s  or  differen¬ 
tials  which  the  employee  would  have  received  if 
the  improper  personnel  action  had  not  occurred 
are  included  in  the  amount  due  the  employee. 
This  is  true  even  though  the  employee  did  not 
physically  remain  in  the  location  giving  rise  to 
entitlement  to  the  allowance  or  differential  (40 
Comp.  Gen.  479  (1961),  52  id  860  (1973),  and  59 
id  261  (1980))  (reference  (p)). 

6.  In  determining  the  amount  of 
irregular  or  intermittent  pay  for  physical  hard¬ 
ship  or  hazard  duly  to  which  a  GS  employee 
would  have  been  entitled,  the  civilian  payroll 
office  may  determine  the  number  of  days  per 
week  the  employee  performed  each  type  or 
irregular  or  intermittent  hardship  or  hazard  duty 
during  the  52  weeks  preceding  the  unjustified  or 
unwarranted  separation  for  which  they  would 
have  been  compensated.  The  civilian  payroll 
office  may  use  an  average  of  the  amounts  to 
make  the  necessary  computatioas. 

7.  Payment  of  envin.nmental 
differentials  on  an  actual  exposum  basis  or  on 
the  basis  of  hours  in  a  pay  status  must  be  com¬ 
puted  in  accordance  with  OPM's  regulatioas  and 
instructions.  The  DoD  determines  entitlement  to 
sucli  diffemntials  on  the  basis  of  the  52  weeks 
pmteding  the  unjustified  or  unwarranted  separa¬ 
tion  for  which  the  FWS  employee  would  have 
been  compeasated. 

(i.  When  DoD  is  not  able  to 
determine  with  certainty  the  number  of  hours 
which  the  intermittent  employee  would  have 
worked  during  the  period  covea-d  by  the  cor¬ 
rected  personnel  action,  the  civilian  payroll  office 
may  estimate  the  amount  of  backpay.  This 
estimate  is  determined  by  taking  an  average  of 
the  number  of  hours  wijrked  by  other  empk.iyi'es 
of  DoD  under  the  same  type  of  appointment  and 
performing  the  same  kind  of  work  to  which  the 
employee  in  question  would  have  been  assigned 
during  this  period.  Or  the  civilian  payroll  office 
may  determine  the  average  number  of  hours  a 
week  the  employee  actually  worked  for  a  repre¬ 
sentative  period  pn'ceding  the  unjustified  or 
unwarranted  personnel  action  (such  as  26  or  52 


week-s,  whichever  would  represent  a  fairer 
approximation  of  the  employee's  earnings  if  he 
or  she  had  actually  worked)  and  use  these 
average  weekly  hours  to  make  the  necessary 
computation-s. 

C.  Computation  of  Net  Backpay 

1.  Under  5  C.F.R.  5.50.805(e) 
^reference  (1)),  the  civilian  payroll  office  mu.st 
deduct  any  amounts  earned  by  an  employee 
fmm  other  employment  during  the  period 
covered  by  the  corrective  action.  The  amount  of 
entiliement  is  the  difference  between  the  amount 
of  compeasation  the  employee  would  have 
earned,  including  all  premium  pay,  and  the 
amount  actually  earned  in  employment  during 
the  period  covered  by  the  corrected  personnel 
action.  The  amount  earned  in  empli>ymenl 
obtained  to  take  the  place  of  IT'deral  employ¬ 
ment  mcaas  net  earnings,  that  is,  gross  earnings 
less  losses  and  certain  expenses  incurred  in 
connection  with  the  interim  employment  or 
business  (34  Comp.  Gen.  382  (1955))  (reference 
(p)).  However,  io.sses  sustained  in  a  venture 
unrelated  to  that  separation  are  not  allowable  for 
deduclioivs  (35  Comp.  Gen.  26K  (19.55))  (referenct' 
(P))- 

2.  The  only  earnings  from  oilier 
employment  that  may  not  U'  deducted  from 
backpay  are  earnings  from  outside  employment 
the  employee  already  had  before  the  unjustified 
su.sperusion  or  separation.  For  example,  if  an 
employee  work-  d  20  hours  on  an  outside  part- 
tiiue  job  prior  m  separation  from  Giivi-mment 
employment,  and  during  the  period  of  separa¬ 
tion  worked  40  hours,  tlie  amount  representing 
the  20  hours  additional  time  worked  would  be 
offset  agaircst  the  backpay  computation.  To 
clearly  establish  whether  the  pay  for  outside 
employment  increased  suhstantially  during  the 
period  of  separation,  the  DtiD  should  oblaiii  a 
statement  or  affidavits  from  the  employee  eover- 
ing  his  or  her  outside  earnings, 

D.  Computation  of  interest  on  Rack- 
tiav  Awanis 

1.  The  statute  provides  for 
payment  of  interest  on  all  back  pay  awards 
under  5  U.S.C.  5596  (riTerence  (b))  that  became 
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final  on  or  after  December  22,  1987.  In  most 
cases,  the  actual  date  of  the  award  or  deci.sion  is 
not  the  date  the  decision  become, “  final,  i.e.,  no 
longer  subject  to  reconsideration  or  higher  le>/el 
review  or  appeal.  Interest  begins  to  accrue  on 
the  effective  date  of  the  withdrawal  of  pay, 
allowances,  and  differentials.  As  a  result,  most 
computations  will  involve  a  series  of  effective 
dates-one  for  each  date  (usually  a  pay  date)  on 
which  the  employee  failed  to  receive  an  amount 
of  pay,  allowance.s,  and  differentials  because  of 
the  unjustified  or  unwarranted  personnel  action. 
FPM  Letter  550-78  (reference  (q))  sets  out  specific 
procedures  for  the  calculation  of  back  pay  and  5 
C.F.R.  550.806  (reference  (1))  addresses  the  com¬ 
putation  of  interest. 

2.  The  DoD  must  i.ssuc  the 
interest  within  30  ca'endar  days  of  the  date  on 
which  accrual  of  interest  ends.  If  issuance  of  the 
interest  payment  is  delayed  more  than  30  calen¬ 
dar  days  after  the  date  on  which  accrual  of 
interest  ends,  interc'st  must  be  recomputed  based 
on  a  new  ending  date  meeting  the  30-day  re¬ 
quirement. 


4.  Interest  is  computed  in  accor¬ 
dance  with  the  formula  or  computer  software 
provided  to  civilian  payroll  offices  by  0PM. 
Taxes  will  not  be  withheld  from  interest  pay¬ 
ments  on  backpay  awards.  The  civilian  payroll 
office  will  provide  employees  with  a  Form  1099- 
MISC  for  all  interest  payments.  According  to 
FPM  Letter  550-78  (reference  (q)),  0PM  has  re¬ 
quested  a  formal  opinion  from  IRS  regarding  the 
tax  status  of  interest  on  backpay. 

E.  Erroneous  Payments.  The  follow¬ 
ing  deductions  arc  mandatory  and  necessaiy  to 
achieve  the  "make  whole"  purpose  of  the  back¬ 
pay  statute: 

1.  Retirement  Annuity  Pay¬ 
ment;.  Any  employee  who,  as  a  result  of  sepa¬ 
ration  that  is  subsequently  determined  by  an 
appropriate  authority  to  have  been  erroneous. 


*  •  • 


has  been  in  receipt  of  retirement  annuity  pay¬ 
ments  (either  special  payments  or  regul.tr  annu¬ 
ity  payments)  is  indebted  to  the  Ckivemment  for 
the  gross  amouiit  of  retirement  annuity  pay¬ 
ments  authorized  for  the  period  covered  by  the 
corrective  action.  Because  the  gross  amount  of 
annuity  payments  had  already  been  reduced  by 
required  health  benefits  and  life  insurance  pre¬ 
miums,  the  civilian  payroll  office  recovers  an 
amount  of  annuity  fwm  the  backpay  award 
equal  to  the  gross  annuity  less  health  benefits 
and  life  insurance  premiums,  and  transfers  that 
amount  to  the  retirement  system.  CSRS  and 
FERS  then  recover  the  amounts  paid  from  the 
gross  annuity  for  health  benefits  and  life  insur¬ 
ance  from  the  respective  carriers  for  those  pro- 
gram.s,  and  the  retired  employee's  account  is 
satisfied.  The  civilian  payroll  office  then  must 
collect  from  the  backpay  due  the  employee  the 
required  amount  for  health  benefits  coverage 
during  the  period  following  restoration  and 
traasfer  that  amount,  plus  the  agency's  share,  to 
0PM  on  the  SF  2812. 

a.  As  an  example  of  the 
above  iastruction,  coasidcr  tha*  the  rotired 
employee  was  entitled  to  a  gross  aiinuity  of  $500 
per  month  less  $50  per  month  for  health  benefits 
coverage  and  $50  per  month  for  unreduced  basic 
life  insurance  coverage  after  age  65,  and  optional 
insurance.  The  net  amount  payable  to  the  annu¬ 
itant  in  this  example  was  $400  per  month,  If  the 
period  of  erroneous  annuity  payment  was  for 
only  one  month,  the  gross  indebtedness  was 
$500.  However,  the  net  amount  of  indebtedness 
to  be  withheld  from  the  backpay  award  is  $400 
(the  amount  the  annuitant  actually  received). 

b.  Erroneous  separations 
resulting  in  indebtedness  to  the  retirement  fund 
may  occur  in  a  number  of  circumstances,  includ¬ 
ing:  an  erroneous  separation  resulting  from 
removal  for  misconduct  or  poor  performance 
that  is  subsequently  overturned  on  appeal;  a 
teduciion-in-force  action  that  is  subsequently 
overturned  on  appeal;  separation  for  retirement 
that  is  subsequently  determined  to  have  been 
coerced;  and  erroneous  separation  for  retirement 
because  of  incorrect  counseling  about  eligibility 
for  retirement.  The  civilian  payroll  office  must 
deduct  the  amount  of  the  net  erroneous  retire¬ 
ment  payments  from  the  backpay  award  and 


•  •  • 


3.  The  applicable  interest  rate  is 
the  "overpayment  rate"  adjusted  quarterly  by  the 
Secretary  of  the  Treasury  and  publi.shed  in  an 
IRS  Bulletin  issued  before  the  beginning  of  each 
quarter. 
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submit  a  check  for  the  appropriate  amount 
(payable  to  the  U.S.  Office  of  Personnel  Manage¬ 
ment)  to  the  U.S.  Office  of  Personnel  Manage¬ 
ment,  Funds  Control  Branch,  Room  1312,  1900  E 
Street,  N.W.,  Washington,  D.C.  20415. 

2.  Refund  of  Retirement  Contri¬ 
butions  The  retirement  law  (5  U.S.C.  8342(a)) 
(reference  (b))  authorized  refund  an  employ¬ 
ee's  retirement  contributions  only  upon  absolute 
separation  from  the  service  or  transfer  to  a 
position  not  subject  to  the  law.  An  employee 
must  be  separated  or  transferred  for  at  least  31 
consecutive  days  to  be  eligible  for  this  refund. 
Therefore,  a  refund  of  retirement  contributions 
paid  to  an  employee  based  on  a  separation 
which  is  subsequently  found  erroneous  and 
canceled  by  restoring  the  employee  to  duty 
retroactively  so  that  there  was  no  break  in 
service  removes  the  legal  basis  for  the  refund.  A 
refund  which  was  paid  in  error  repre.sents  a  debt 
due  the  retirement  fund  which  must  be  deducted 
from  any  backpay  entitlement.  If  the  restored 
employee  is  entitled  to  backpay,  the  civilian 
payroll  office  should  contact  the  0PM  to  deter¬ 
mine  the  amount  of  refund,  if  any,  to  be  offset 
agaiast  the  backpay  entitlement.  A  chock  for  the 
appropriate  amount  should  be  submitted  to 
0PM,  at  the  address  shown  in  subparagraph 
031303.E.l.b, 

3.  Severance  Pay.  The  severance 
pay  paid  to  an  crronei)usly  separated  employee 
at  the  time  of  his  or  her  removal  must  be  de¬ 
ducted  from  the  backpay  award  upon  restoration 
to  duty. 

4.  Lump-sum  Payment  for 
Annual  Leave.  The  lump-sum  payment  that  an 
erroneously  separated  employee  received  upon 
his  or  her  removal  must  be  refunded  by  the 
employee  upon  cancellation  of  thr  separation 
action.  This  is  because  the  lump-sum  payment 
for  annual  leave  is  authorized  under  5  U.S.C, 
5551(a)  (reference  (b))  only  upon  separation  from 
the  service.  Therefore,  when  a  separatii  n  is 
canceled  and  the  employee  is  restored  to  duty  as 
of  the  date  of  separation,  the  lump-sum  payment 
is  considered  erroneous.  Any  lump-sum  ro- 
ceived  by  the  employee  must  bo  offset  against 
the  employee's  backpay  award,  and  the  leave 
must  be  recredited  to  the  employee's  leave 


account.  There  is  no  authority  to  permit  an 
employee  to  elect  to  retain  payment  or  receive 
credit  for  the  leave.  The  procedures  for  collect¬ 
ing  leave  payments  are  in  subpaiagraphs 
031203.C.  and  031203.D. 

5.  The  order  of  precedence  for 
deducting  erroneous  payments  from  backpay 
awards  when  the  net  amount  of  backpay  is 
insufficient  to  cover  all  tlie  deductions  is  as 
follows;  retirement  annuity  payments  or  refunds 
of  retirement  contributions,  severance  pay,  and 
lump-sum  payment  for  acetued  annual  leave. 

a.  Employees  may  request 
that  0PM  waive  recovery  of  erroneous  payments 
of  cny  amount  from  the  Civil  Scivice  Retirement 
and  Diiiability  Fund.  Requests  for  waiver  should 
be  submitted  to  U.S.  Office  of  Personnel  Man¬ 
agement,  Office  of  Retirement  Program.s,  Recon¬ 
sideration  and  Debt  Collection  Division,  Room 
3457,  1900  E  Street,  N.W.,  Washington,  D.C. 
20415.  (Employees  also  may  submit  requests  to 
this  address  to  repay  debts  owed  to  the  Civil 
Service  Retirement  and  Disability  Fund  Ly 
iastallment  deductions  frtim  salary.) 

b.  For  .Severn iicc  pay  and 
lump-sum  annual  leave  payments,  any  net 
indebtedness  remaining  after  liquidation  of 
backpay  is  subject  to  waiver  (by  GAO  or  DFAS, 
as  applicable)  under  the  authority  of  5  U.S.C. 
5584  (reference  (b)). 

F.  Other  Authorized  Deductions 

1.  The  retirement  contribution  is 
computed  on  tlie  employee's  gross  backpay 
subject  to  retirement  and  deducted  after  subtract¬ 
ing  the  earnings  from  outside  employment, 
Even  if  no  amount  of  backpay  is  due  the  em¬ 
ployee,  because  of  excessive  outside  earnings, 
the  employee  must  remit  the  appropriate  amount 
of  retirement  fund  contributions  to  the  DoD  in 
order  to  receive  full  retirement  credit  for  the 
period  of  the  unjustified  or  unwarranted  separa¬ 
tion  (Comp.  Gen.  Decision  B-235638,  December 
4,  1990)  (refereiv  e  (p))  and  (5  U.S.C.  8334(c) 
(reference  (b)). 

2.  Income  tax  withholdings  are 
not  computed  tin  gross  backpay  before  deduc- 
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tions  from  outside  employment.  Rather,  interim 
net  earnings  (i.e.,  gross  earnings  Ic.ss  losses  and 
certain  expenses  incurred  in  connection  with  the 
interim  employment  or  business,  but  before 
income  tax  withholdings),  if  any,  must  bo  de¬ 
ducted  from  the  gross  amount  of  backpay  and 
income  tax  withheld  on  the  remainder  (unpub¬ 
lished  Comp.  Gen.  Decision  B-125762,  November 
19,  1957)  (reference  (p)). 

3.  Health  benefits  premiums  for 
an  employee  restored  to  duly  following  an 
erroneous  separation  for  retirement  must  be 
deducted  if  coverage  under  the  health  benefits 
program  continued  without  interruption  during 
the  eiToncous  retirement. 

G.  Examples  of  Backpay  Computa¬ 
tions.  The  following  examples  aie  set  forth  as  an 
aid  to  computing  back  pay  (figure.'^  are  not  actual 
but  illustrative  only). 

Example  1 

An  employee's  gross  backpay  computation 
(based  on  basic  pay  only)  amounts  to  $10,000. 
During  the  period  covered  by  the  corrective 
action  the  employee  earned  $7,000  from  outside 
employment  (interint  earnings). 


Gross  backpay . $10,000 

Less  interim  eaining . $  7,000 

Net  backpay . $  3,000 

Lc.ss  authoristed  deductions 
Retirement  deductions  computed 

on  gro.ss  backpay  ($10,000) . $700 

Federal  tax  computed  on  net  back¬ 
pay  ($3,000) . $  32.5 

State  tux  computed  on  net  back¬ 
pay  ($3,01X1) . $  97 

Total  deductions . $  1,122 

Net  Backpay  . $  1,878 


Example  2 

An  emplovee's  gross  b.-ckpay  compulation 
amounts  to  $32,420,  broken  down  by: 


Basic  pay . $31,000 

Overtime  pay . $  300 

Holiday  pay . $  120 

On-call  pay . S  1,000 


The  employee  a'ceived  lump-sum  payments 
amounting  to  $1,0(X),  and  net  retirement  pay¬ 


ments  (gross  retirement  less  the  amount  with¬ 
held  for  health  benefits  and  the  amount  withheld 
for  post  retirement  basic  life  insurance)  amount¬ 
ing  to  $10,000.  During  the  period  covered  by  the 
corrective  action  the  employee  earned  $11,000 
from  outside  employment  (interim  earnings). 


Cross  backpay . $32,420 

Less  interim  earnings . $11,(X)() 

Net  backpay . . . $21,420 


Less  ermneous  payments 

Erroneous  retirement  paymenb; 
(not  including  FEHB  and  FECLI 


Premiums) . $10,000 

Erroi.  .(US  lump-sum  payments 

for  annual  leave . $  1,001) 

Total . $11,000 

Net  backpay . .$10,420 

Le.ss  olher  authorized  deduclions 

Relirentenl  deductions  computed  on 

gro.ss  bu.sic  pay  ($3],01X)) . .$  2, 170 

Federal  tax  computed  on  net 

backpay  ($21,420) . $  3,026 

Stale  tax  computed  on  net  back¬ 
pay  ($21,420) . $  1,200 

Health  Benefits  Premiums . S  1,1 16 

Total . $7„512 

Net  backpay . $  2,908 


031304.  Restoration  of  Leave.  Under  5  C.F.R. 
550.805(g)  (reference  (1)),  annual  leave  that  is 
restored  lo  an  employee  as  a  result  of  the  correc¬ 
tion  of  an  unju.stified  or  unw'arranted  personnel 
action  and  lhat  is  in  excess  of  Ihe  maximum 
leavi'  accumulation  aulhori/ed  by  law  must  be 
credited  to  a  .separate  leave  account  for  u.ie  by 
the  cmployei'.  Annual  leave  in  such  a  separate 
leave  account  must  be  scheduled  and  used  as 
follows: 

A.  For  a  full-lilue  employee,  exces; 
annual  leave  of  416  hours  or  le.ss  must  bi'  sched¬ 
uled  and  u.sed  by  the  end  of  the  leave  year  in 
pimgress  2  years  after  the  dale  on  v/hich  ihe 
annual  leave  is  credited  to  the  separate  aeconni. 
This  period  is  extended  by  I  leave  year  for  euC.T 
additional  2U8  hours  of  excess  annual  leave  or 
any  portion  thereof.  Note:  For  both  part-time 
and  full-time  employees,  the  ending  date  of  thi‘ 
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time  limit  for  use  of  excess  annual  leave  is  not 
necessarily  exactly  2  years,  or  the  additional 
years,  as  appropriate,  from  the  restoration  date. 
Rather,  the  time  limit  ends  at  the  end  of  the 
appropriate  leave  year. 

B.  A  part-time  employee  shall  sched¬ 
ule  and  use  excess  annual  leave  h'  an  amount 
equal  to  or  less  than  20  percent  of  the 
employee's  scheduled  tour  of  duty  over  a  period 
of  52  calendar  weeks  by  the  end  of  the  leave 
year  in  progress  2  years  after  the  date  on  which 
the  annual  leave  is  credited  to  the  separate 
account.  The  agency  .shall  extend  this  period  by 
1  leave  year  for  each  additional  number  of  hours 
of  excess  annual  leave,  or  any  portion  thereof, 
equal  to  10  percent  of  the  employee's  scheduled 
tour  of  duty  over  a  period  of  52  calendar  weeks. 

C.  To  determine  the  time  lintitations 
for  use  of  restored  leave,  see  paragraph  050403. 

031305.  Health  Benefits  and  Life  Insurance 

A.  Health  Insurance.  Title  5  U.S.C. 
syOH  (reference  (b))  provides  that  if  the  enroll¬ 
ment  of  an  employee  wlu)  was  removed  or 
suspended  without  pay  was  terminated,  and  the 
employee  is  ordered  reslomd  to  duly  on  the 
grounds  that  the  removal  or  suspension  was 
unjustified  or  unwarranted,  he  or  she  may  elect 
to  (1)  have  the  prior  enrollment  reiastated  rthro- 
aetive  to  the  date  it  was  terminated,  with  appro¬ 
priate  adjustments  made  in  contributioas  and 
claims,  to  the  same  extent  and  effect  as  though 
the  removal  or  suspension  had  not  taken  place, 
or  (2)  enroll  the  same  us  a  nev/  employee.  Note, 
the  statutory  p  .ivisioris  of  5  U.S.C.  hVtlH  (refer 
ence  (h))  do  not  apply  when  an  employee  was 
erroneously  separated  for  atirement  under 
conditions  which  entitle  him  or  her  to  continued 
enrt)llinenl.  In  such  cases,  there  is  no  nei^d  to 
a’Store  health  benefits  coverage;  it  was  traas 
ferred  to  the  retirement  system  and  automatical¬ 
ly  continued. 

B.  Life  Insurance 

1.  If  an  employee  is  retroactively 
reston  1  to  duty  with  pay  after  an  tnontous 
sus|ii  nsion  or  rc'inoval,  any  insurauee  eov'Tr.gu 
the  employee  had  tx'fore  ‘he  improper  action 


■vill  continue  as  though  the  erroneous  action 
never  occurred. _  However,  retroactive  salary 
deductions  for  life  insurance  shall  not  be  with¬ 
held  from  any  back  nay  awarded  for  the  period 
of  separation  or  suspension.  If  death  or  acciden¬ 
tal  dismemberment  occurs  during  the  period 
between  the  employee's  removal  and  the  finding 
that  the  separation  was  erroneous,  iasurance 
pitjcecds  will  be  paid  and  premiums  will  be 
withheld  from  the  back  pay  award  for  the  period 
of  separation  or  suspension  (5  U.S.C,  8706(d) 
(reference  (b))  and  (Federal  Employees  Group 
Life  Insurance  Handbook  for  Personnel  and 
Paytoll  Offices)  (reference  (x)), 

2.  An  employee  who  had  no 
insurance  coverage  prior  to  an  erroneous  suspen¬ 
sion  or  removal  and  who  is  restored  to  duty 
after  the  closing  date  of  an  open  season  for  life 
itisurance  which  occurred  during  the  period 
between  the  employee's  suspension  or  removal 
and  restoration  is  entitled  upon  restoration  to 
elect  life  insurance  coverage,  as  permitted  during 
the  open  season.  Since  coverage  for  basic  life 
iasurance  is  automatic,  the  effective  date  is  the 
firet  day  in  a  pay  and  duty  status.  For  options 
A,  B,  and  C,  tin;  effective  date  is  the  first  day  in 
a  pay  and  duty  status  on  or  after  the  date  the  SF 
2817  "Life  Insurance  Eli'clion"  is  received  by  tire 
employing  office.  An  employee  who  had  life 
insurance  coverage  prior  to  an  ernrneous  suspen¬ 
sion  or  removal  and  who  is  resttrred  to  duty 
after  the  closing  date  of  an  open  season  for  life 
insurance  which  occurred  during  the  period 
|■H?lwc•en  the  employee's  suspension  or  removal 
and  restoration,  is  entitled  upon  restoration  to 
elect  additional  life  insurance  coverage,  as  per¬ 
mitted  during  tlie  open  season.  The  effective 
date  is  the  first  day  in  a  jray  and  dutv  status  on 
or  after  the  dale  the  SF  2817  is  received  by  tile 
employing  office. 

03131)6.  Payment  of  Reasonable  Attorney  Fees. 
Section  5.89fi(b)(l)(A)(ii)  of  5  U.S.C. (reference  (b)) 
pnwides  for  payment  of  reasonable  attorney  fees 
in  accordance  with  the  standards  established 
under  5  U.S.C.  7701(g)  (reference  (b)),  under 
certain  conditiuas.  Undi‘r  5  C.F.R.  550.807 
(rcten-nce  (i)),  such  payment  Ls  available  in  all 
backpay  case: ,  without  regard  to  the  nature  of 
the  ::as'-  '’r  the  app^ipriate  authority  in  the  case, 
('iviiian  personnel  otfiex's  will  determine  entitle- 
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merit  to  payment  of  attorney  fees  and  indicate 
the  amount  in  the  remarks  on  the  SF  50. 

031307.  Reporting  Backpay  to  State  Agencies. 
If  .an  employee  is  awarded  backpay,  see  subpara¬ 
graph  060105.  regarding  notification  of  the  State 
agency. 

0314  EMERGENCY  EVACUATION  PAY¬ 
MENTS 

031401.  Purpose.  This  section  prescribes  the 
respoiLsibilities  of  the  civilian  payroll  offices  in 
the  event  of  evacuation  of  civilian  employees  or 
their  dependents  under  the  provisions  of  the 
DSSR,  Chapter  600  (reference  (t)).  Civilian 
payroll  offices  will  use  these  procedures  when 
evacuation  for  military  or  other  masons  of 
national  interest  or  because  of  imminent  danger 
io  their  lives  has  been  ordered  by  the  proper 
authority.  The  place  these  persons  are  evacuated 
from  may  tie  within  or  outside  the  United  Slates. 

A.  Forms.  DD  Form  2461,  "Authori¬ 
zation  for  Emergency  Evacuation  Advance  and 
Allotment  Payments  for  IDoD  Civilian  Employ¬ 
ees,"  is  used  to  authorize  and  rts.ord  uniergenLy 
payments  to  employees  and  dependents.  This 
record  is  kept  by  the  civilian  payroll  office  to 
record  these  payments  on  the  permanent  records. 
Information  <  n  this  form  may,  in  appropriate 
cases,  be  disclosed  to  other  Federal  agencies  (IKS, 
SSA,  OPM)  to  State  and  liKal  taxing/ welfare 
authorities,  and  to  certain  private  oiganizations 
for  crediting  the  paymenh,  to  the  employee's 
account.  Before  payment  can  be  made  to  the 
employee  or  his  dependents,  an  application  for 
payment  of  amounl.s  due  the  evacuated  civilian 
employees  or  family  members  is  rec]uired. 

B.  Determining  entitlement  and 
pj vee.  Determine  specific  ra'es  of  entitlement, 
duration  ofevacuation/dcparturc  payments,  and 
eligible  allottees  as  follows: 

1.  For  employees  at  foreign 
installations,  use  the  I/SSK,  Chapter  6t)tJ  (refer¬ 
ence  (t)). 

2.  For  all  otiier  employ ce.s,  u.se 
FPM  Supplement  990-2,  Chapter  ftsf),  Appendix 
A  (reference  (k)). 
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C.  Payments.  Payments  at  the  rate  to 
which  the  employee  was  entitled  immediately 
before  the  order  of  evacuation/departure  may  be 
made  to  the  employee,  or  payments  in  the  form 
of  allotments  may  be  made  to  an  adult  family 
member  or  designated  repre.senlative. 

031402.  Transmission  of  Data  to  Safe-Haven 
Post 

A.  To  the  extent  possible  and  practi¬ 
cal,  pav,  leave,  and  other  significant  data  will  be 
sent  from  the  evacuated  installation  to  the  safe- 
haven  post  as  soon  as  po.s.sible  after  the  evacua¬ 
tion  order  has  lieen  issued  so  that  they  will  be 
available  to  support  further  payments.  Some  of 
the  possible  methods  of  communicating  such 
data  to  the  safe-haven  post  are  shipping  a  ma¬ 
chine  or  manual  listing  of  the  data;  shipping  the 
last  complete  payroll  togetlier  with  appropriate 
notations  and  cliange.s;  transmitting  the  e.ssontial 
data  over  available  telephone,  telegraph,  or  radio 
facilitie.s;  shipping  the  actual  payrcdl,  leave,  and 
other  appropriate  records;  providing  the  evacuat¬ 
ed  employees  and  dependents  at  the  time  that 
the  evacuation  i.s  ordered  with  a  statement  of 
essentia]  data  in  a  locally  repntduccd  format. 

B.  For  the  most  part,  the  conditions 
and  circumstances  existing  at  the  evacuation 
installation  will  determine  the  method  and 
timing  to  be  followed  in  Iransmitling  the  data. 
The  .safeguarding  and  preservation  of  the  pay¬ 
roll,  leave,  and  travel  records  are  matters  of 
primary  corcern  from  a  fiscal  point  of  view 
becau.se  of  tne  continuing  need  of  tlie  records 
after  tlie  cenditions  which  gave  rise  to  the  emer- 
gt'ncy  evacuation  have  been  resolved.  Accord¬ 
ingly,  steps  as  njcessary  to  safeguard  and  pre- 
.servi!  the  records  should  take  precedence  over 
the  immediate  need  for  them  at  the  safe-haven 
post. 

031403.  .Action  Upon  and  During  Evacuaiion. 
To  the  extent  po.s.sible  and  practicable,  employees 
and  dependents  remaining  at  the  evacuated 
ircstallatiun  will  continue  to  be  paid  in  accor¬ 
dance  with  the  normal  fiscal  procedures  of  that 
installation.  If  advance  payments  am  authorized 
to  be  made  to  persons  being  evacuated,  a  special 
advance  payn)ll  will  be  prepared  in  accordance 
with  normal  paymil  procedures  and  charged 
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against  the  appropriate  funds  available  to  the 
installation. 

031404.  Action  Upon  Assignment  of  an  Evacu¬ 
ated  Employee 

A.  Return  to  Former  Place  of  Employ¬ 
ment 


1.  The  disbursing  officer  (in  his 
or  her  official  capacity)  wili  obtain  a  record  of 
payments  made  to  the  employee  and  dependents 
from  the  safe-haven  post  and  immediately 
request  the  appropriate  DFAS  Center  to  furnish 
from  its  records  the  total  amounts  paid  to  each 
employee  and  dependents  during  the  time  of 
evacuation. 


I 


2.  Upon  receipt  of  the  payment 
information  from  the  DFAS  Center,  the  disburs¬ 
ing  officer  (in  his  or  her  official  capacity)  vvili 
reconcile  all  amounts  paid  and  determine  the 
amounts  due  the  employee.  A  final  payroll  will 
be  prepared  to  settle  the  employee’s  pay  account 
subsequent  to  the  last  normal  payment.  This 
payroll  will  include  all  deductions  which  were 
suspended  during  the  period  of  evacuation. 

B.  Assignment  to  an  lastallation 
Other  Than  One  from  Which  Evacuated.  The 
fiscal  officer  will  take  all  action  required  in 
subparagraphs  031404. A. 1.  and  2.  In  addition, 
the  disbursing  officer  (in  his  or  her  official 
capacity)  will  initiate  a  requi'st  to  the  former 
employing  activity  for  the  date  of  the  last  normal 
payment  and  all  other  pertinent  information 
which  normally  would  be  furnished  by  a  releas¬ 
ing  activity.  A  new  pay  record  will  be  estab¬ 
lished  on  the  basis  of  the  information  obtain  .J. 
When  the  required  information  cannot  be  ob¬ 
tained  from  the  employee's  last  permanent 
station  tH!cause  of  destruction  of  the  records,  it 
will  be  assumed  that  the  employee  drew  all 
amounts  due  tlie  employee  as  of  the  Iasi  day 
prior  to  evacuation. 

0315  MISCEL.I.ANEOUS 

031501.  Uniform  Allowance.  Uniform  allow¬ 
ance  is  not  paid  through  the  civilian  payroll 
system.  It  is  paid  through  commercial  accounts. 


hi 
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FICA/  OPT  ONION 

PP#  GROSS  CSRS  MED  TAX  FEHR  FHGLI  FEGLl  CHARIT/  DUES  ALLOT  NET 

21  80  $680.80  47.66  9.19  120.57  31.50  5.50  16.00  2.00  1.75  50.00  $396.63 


Current  Year  Recovery: 

Net  pay 

Allotment 

Charity 

Health  Benefits 

Union  dues 

Amount  of  repayment 

Amount  of  OWCP  check  (75%  X  680.80) 

Amount  due  employee 

Prior  Year  Recovery; 

Not  pay 

Allotment 

Tax 

Charily 

Health  Benefits 

Union  dues 

Amount  of  repayment 

Amount  of  OWCP  clieek  (75%  X  680.80) 

Amount  due  from  employee 


$396.63 

50.00 

2.00 

31.50 

1.75 

481.88 

510.60 

$28.72 


$396.63 

50.00 

120.57 

2.00 

31,50 


1.75 


602.45 

510.60 

$91.85 


9 


f  igure  3  1.  Exaivipl”  of  Buy  Back  of  I.eave  Computation  for  Employee  Who  Used  Sick  Leave  for  a  Full 

Pay  Per.od 
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FICA/  OPT  UNION 


pp# 

HRS 

GROSS 

CSRS 

MED 

TAX 

FEHB 

FEGLl 

FEGIJ 

CHARITY 

DUES 

ALLOT 

:  .M.iii 

20 

80 

$680.80 

47,66 

9.19 

120.57 

31.50 

5.50 

16.00 

2.00 

1.75 

50.00 

$396.63 

Worked 

47 

$399.97 

28,00 

5.40 

71.14 

31.50 

5.50 

16.00 

2.00 

1,75 

.50.00 

$188.68 

Sick  Lv 

33 

$280.83 

19.66 

3.79 

49  13 

- 

- 

- 

- 

- 

- 

$207.95 

21 

80 

$680,80 

47.66 

9.19 

120.57 

31.50 

5.50 

16.00 

2.00 

1.75 

50.00 

$396.63 

Worked 

12 

$102.12 

7.15 

1.38 

18.09 

31.50 

5.50 

16.00 

2.00 

1.75 

- 

$  18.75 

Sick  Lv 

63 

$578.68 

40.51 

7,81 

102,48 

- 

- 

- 

- 

- 

50.00 

$377.88 

Current  Year  Recovery; 

Net  Pay 
Allotment 

Amount  of  repayment 

Amount  of  OWCP  check  (75%  x  $859.51) 

Amount  due  employee 


$585.83 
50,00 
$535.83 
644.63 
$  8.80 


Prior  Year  Recovery 
Net  Pay 
Allotment 
Tax 


Amount  of  repayment 

Amount  of  OWCP  check  (75%  X  859.51) 


Amount  due  from  employee 


$585.83 

50.00 

1.51.91 

$787.74 

644.63 

$143.11 


Figure  7  2,  Example  of  Buy  Back  of  Leave  Computation  for  Employee  Who  U.sed  Sick  Leave  for  Les.s 

I'han  a  Full  Pay  Period 
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CHAPTER  04 
DEOUCnONS 


GENERAL  REQUIREMENTS 


040101.  Written  authority  to  make  voluntary 
deductions  from  pay  shall  bo  obtained  from  DoD 
employees  in  all  cases.  All  mandatory  deduc¬ 
tions  shall  be  based  on  specific  provisions  of  law 
ora  court  order.  The  authorization  for  each  type 
of  deduction  shall  contain  sufficient  information 
to  properly  establish  the  deduction  and  to  enable 
payment  to  the  proper  payee  of  the  amount 
deducted.  A  current  file  of  all  deduction  autho¬ 
rizations  shall  be  kept  in  the  civilian  payroll 
office,  liaison  office  or  other  designated  storage 
sites  as  justification  for  each  dc’duction  and 
maintained  in  accordance  with  General  Records 
Schedule  2  (ivforence  (g)). 


0402  ORDER  OF  PRECEDENC:!- 


040201.  Mandatory  deductioas  art;  deductioas 
required  by  law  or  regulation  to  be  withheld 
from  an  employee's  pay.  Voluntary  deductioas 
are*  deductioas  which  require  written  authoriza¬ 
tion  from  the  employee  to  affect  vziihholding 
from  his  or  her  pay.  In  some  instances,  an 
employee's  gross  pay  is  not  sufficient  to  permit 
alt  mandatory  and  voluntary  deductions  to  be 
made,  in  this  ca.se,  the  following  order  of  prece¬ 
dence  shall  apply; 

A.  Retirement,  including  retirement 
withhold  under  the  Civil  Service  Retirement 
System  (CSKS)  Act  of  May  29,  1930,  as  amended 
(reference  (y)),  the  Federal  Employees'  Retire¬ 
ment  System  (FERS)  Act  (IM..  99-335)  (reference 
(e))  (5  U.S.C.  8334  and  8422)  (reference  (b)).  State 
Retirement  deductions  for  title  32  National 
Guard  technicians  who  elected  to  remain  covered 
by  a  Stall'  letirement  system  (E.L.  90-486,  Section 
6c)  (reference  (e))  and  5  U.S.C.  5518  (reference 
(b)),  and  retirement  ettnfribu lions  withheld  for 
NAF  plans  (P.I..  101-508)  (reference  (e)). 


C.  Current  Federal  income  tax  autho¬ 
rized  or  required  by  law  to  be  withheld  (26 
U.S.C.  3402)  (reference  (z)).  This  includes  any 
amounts  voluntarily  authorized  by  an  employee 
in  excess  of  the  minimum  withholding  required. 

D.  Health  insurance  premiums  for  the 
current  pay  period  and,  when  ov;ed  by  the 
employee,  for  up  to  four  pay  periods  immediate¬ 
ly  preceding  the  current  period  (5  C.F.R.  1104(c)) 
(reference  (I)). 

E.  Basic  group  life  insurance  premi 
urns  (5  U.S.C.  8707)  (reference  (b))  and  Stale  life 
insurance  premiums. 

F.  Slate  income  tax  authorized,  or 
required  by  law  to  be  withheld,  pursuani  to  an 
agreement  between  the  State  and  the  St.-creiary  of 
fhe  Treasury  (5  U.S.C.  5517)  (reference  (b)). 

G.  Local  income  tax  autlionzed,  or 
required  by  law  to  be  willtheld,  pursuant  'o  an 
agreement  between  the  local  taxing  authority 
and  fhe  Secretary  of  the  Treasury  (5  U.S.C.  5520) 
(reference  (b)). 

H.  Mandatory  repayments  of  indebt¬ 
edness  to  the  United  Slates  based  on  the  age  of 
the  debt,  not  the  agency  to  which  it  is  owed, 
excluding  '.ho.se  pcrmilli'ig  Internal  Revenue 
Service  (IRS)  levy  for  bacK  Federal  income  luxes 
discu.ssed  in  subparagraphs  040201. M.  and  O.  (5 
U.S.C.  5514,  5522,  5705,  and  5724)  (reference  (b)) 
and  (31  U.S.C.  3716)  (reference  (d)). 

1.  The  amoui'.ts  to  be  withheld 
and  the  duration  of  such  '..'ilhholdings  must  be 
determined  under  the  doe  procos.s  provisions 
and  other  limitations  contained  in  the  law  that 
applies  to  the  particular  collection  action. 

2.  When  there  arc  multiple 
deductions  required  to  satisfy  various  indebted¬ 
nesses  to  the  United  States  and  an  employee’s 
available  pay  subject  to  deduction  is  insufficient 
for  all  such  deductioas,  priority  shall  be  deter- 
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7.  Military  service  deposits; 


mined  in  accordance  with  the  best  interest  of  the 
United  States.  Debts  to  be  collected  are  normally 
subject  to  the  statute  of  limitations.  Dedijctioas 
for  those  debts  for  which  the  statute  of  limita¬ 
tions  would  first  bar  collection  shall  normally  be 
made  before  deductions  are  made  for  debts 
under  statutes  of  limitation  allowing  a  longer 
time  before  barring  collection. 

I.  Court-ordered  garnishments  for 
alimony  and  child  support  payments.  If  gross 
pay  is  not  sufficient  for  both  payments  ordered 
in  a  single  garnishment,  a  proportionate  share  of 
each  payment  must  be  made  to  the  extent  gross 
pay  is  available  (42  U.S.C.  659)  (reference  (aa)). 
If  there  are  multiple  garnishments  for  the.se 
payments,  the  garnishments  filed  earliest  are 
withheld  first. 

J.  Court-ordered  bankruptcy  pay¬ 
ments  under  11  U.S.C.  1325  (reference  (ab)). 

K.  Court  ordered  garnishments  for 
commercial  debts  (P.L.  103-94)  (reference  (e)). 

L.  Optional  life  insurance  premiums 
(5  U.S.C.  8714a,  8714b,  and  8714c)  (rt^ference  (b)). 

M.  Voluntary  repayments  of  indebted- 
ne.ss  due  the  United  States  in  the  order  specified 
by  th(!  employee.  These  are  separate  payments 
from  tho.se  set  fortli  in  subparagraphs  040201.1 1. 
(5  U.S.C.  5525)  (reference  (b))  and  040201.0.  (31 
U.S.C.  3716)  (reference  (d)j. 

N.  All  other  voluntary  deductions  in 
the  following  order  (5  U.S.C.  5525  and  8432) 
(reference  (b)); 

1.  Voluntary  allotment  for 
alimony  and  child  support; 

2.  TSP  loan  allotments; 

3.  TSr  deductions; 

4.  Employee  oiganization  due;;; 

5.  Charity  deductions; 

6.  Savings  bond  deductions; 


8.  National  Guard  Association  of 
the  United  States  (NGAUS)  basic  and  optional 
insurance; 

9.  Stato-spoasored  insurance  for 
National  Guard  technicians;  and 

10.  Other  allotments. 

O.  IRS  levy  for  back  Federal  income 
taxes.  The  levy  is  based  upon  an  employee's  net 
pay,  and,  during  the  time  period  it  is  effective, 
the  affected  employee  may  not  increase  the 
number  or  size  of  voluntary  deductioas  (26 
U.S.C.  6331  and  6334)  (reference  (z)). 

040202.  An  employee's  available  gross  pay 
shall  bo  reduced  by  the  amount  of  each  deduc¬ 
tion  withheld  in  the  order  specified  in  paragraph 
040201.  If  an  employee's  remaining  available 
pay,  after  applying  as  many  deductions  in  the 
order  of  precedence  as  the  pay  will  allow,  is  not 
sufficient  to  fund  entirely  the  next  deduction, 
then  that  deduction,  if  voluntary,  will  not  be 
made.  The  full  remaining  available  salary  shall 
be  paid  the  employee  as  net  pay.  However,  if 
that  next  deduction  is  mandatory,  it  will  bo 
made  to  the  full  extent  of  the  remaining  avail¬ 
able  pay,  in  which  ca.se,  net  pay  will  l>e  zero. 

0403  RETIREMENT 

040301.  GSRS  and  FERS  Recordkeeninir 

A.  General.  The  GSRS  and  FERS 
Handbook  for  Personnel  and  Payroll  Offices 
(reference  (ac))  contains  the  inslructioas  that 
civilian  payroll  offices  need  to  carry  out  their 
responsibilities  under  GSRS  and  for  basic  retire¬ 
ment  benefiLs  under  FERS. 

B.  Coverage.  For  employees  subject 
to  retirement,  the  SF  50  will  reflect  the  appropri¬ 
ate  retirement  system  to  which  an  employee  i.s 
subject.  See  Table  4-1  for  pay  subject  to  retire¬ 
ment  deductions.  Refer  to  the  GSRS  and  FERS 
Handbook  for  Personnel  and  Paynill  Offices 
(reference  (ae))  for  th  ■  current  deduction  rales 
for  both  CSRS  and  FERS  employees  as  well  as 
the  rates  for  employer  contributions. 
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C.  Responsibilities,  Civilian  payroll 
offices  must  fulfill  the  following  general  respon¬ 
sibilities  relating  to  CSRS  and  FERS: 

1.  Withholding  retirement 
deductions  from  employees'  pay,  making  the 
correct  agency  contribution,  and  transmitting 
these  monic  ;  to  the  fund. 

2.  Preparing  and  maintaining  an 
individual  retirement  record  for  each  employee 
who  is  covered  by  CSRS  or  FERS. 

3.  Maintaining  post-1956  mili¬ 
tary  deposit  accounts. 

4.  Certifying  individual  retire¬ 
ment  records  and  related  records,  and  eitsuring 
the  correctness  of  data  in  these  records. 

5.  Certifying  that  the  civilian 
payroll  offic  portion  of  applications  for  retire¬ 
ment  and  survivor  benefits  is  accurate  and 
complete. 


6.  Maintaining  retirement  con¬ 
trol  accounts  and  preparing  retirement  account¬ 
ing  reports. 

0.  Communication  with  0PM. 
Forward  records  of  separated  employees  directly 
to  the  Employees  Service  and  Records  Center, 
Boyers,  PA,  a.s  follows: 

1  CSRS  Retirement  Records 
0PM /CSRS 
P.O.  Boa  '■-> 

Boyers,  PA  ItiOZO 

2,  FERS  Retirement  Records 
OPM/FERS 
P.O.  Box  20U 
Boyers,  PA  16()2U 

E.  Preparation  and  Maintenance  of  SF 
28()6/31()[) 

1.  An  SF  2806/3100  is  main¬ 
tained  for  each  employee  subject  to  CSRS/ FERS. 
These  forms  arc  used  by  0PM  to  adjudicate  the 
retirement  rights  of  a  separated  employee  or 
survivors.  It  is  impi)rtant  each  SF  2806/3100  be 
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correct,  complete,  clear  in  every  detail,  and 
properly  certified.  Timely  and  accurate  mainte¬ 
nance  of  the  SF  2806/3100  also  expedites  close¬ 
out  procedures  when  an  employee  is  separated 
or  transferred  to  the  paying  jurisdiction  of 
another  agency. 

2.  The  civilian  payroll  office  will 
prepare  an  SF  2806/3100  for  each  employee 
subject  to  CSRS/FERS.  Examples  arc  shown  in 
the  CSRS  and  FERS  Handbook  for  Personnel  and 
Payroll  Offices  (reference  (ac)). 

3.  Method  of  Posting 

a.  The  SF  2806/3100  may 
be  posted  by  an  automated  data  proce.ssing 
system,  by  typewriter,  or  handwritten  in  perma¬ 
nent  ink.  All  entries  must  remain  within  the 
ruled  lines  on  the  hard  copy  form.  If  nece.ssary, 
use  a  second  line  to  complete  an  entry,  but  do 
not  post  in  the  margin. 

b.  Manual  corrections  to 
SFs  2806/3100  will  be  noted  by  the  officer  who 
certifies  the  form  or  other  responsible  person,  by 
lining  through  an  incormet  item,  entering  the 
correct  data,  and  initialing  the  correction. 

c.  If  the  Service  History  or 
Fiscal  Record  becomes  filled  on  one  side  of  the 
record  fora  manually  maintained  record,  contin¬ 
ue  posting  on  the  reverse  side  by  bringing  the 
cumulative  salary  deductions  forward  with  the 
annotation  "Balance  Forward." 

4.  Civilian  Payroll  Office  Num¬ 
ber.  Each  civilian  payroll  office  has  been  as¬ 
signed  a  civilian  Payroll  Office  Number  which 
has  been  provided  to  OPM.  This  number  is 
used  by  OPM  to  control  records  and  identify  the 
civilian  payroll  office  making  and  remitting 
dcductiorvs  and  contributions.  This  number 
must  be  reflected  on  each  retirement  record. 

5.  Maintenance  of  Service 

History  I 

a.  Post  Service  History 
entries  as  they  occur.  Obtain  the  data  from  the 
SF  50.  FPM  Supplement  292-1  (reference  (ad)) 
contains  the  standard  data  elements  which  shall 
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be  used.  Examples  are  shown  in  the  CSRS  and 
FERS  Handbook  for  Personnel  and  Payroll 
Offices  (reference  (ac)). 

b.  Include  additional  pay  to 
which  an  employee  is  regularly  entitled  and 
which  is  a  part  of  basic  salary  for  CSRS/ FERS 
deductions,  e.g.,  firefighter  standby  premium. 
Omit  postings  for  additional  pay  which  are 
received  on  an  irregular  or  unscheduled  basis. 
Also  omit  additional  pay  not  subject  to 
CSRS/ FERS  deductions. 

6.  Fiscal  Record  Posting 

a.  Post  the  total  of  retire¬ 
ment  deductions  withheld  during  the  year  in 
column  6  of  the  SF  2806/3100  at  the  end  of  the 
calendar  year.  If  no  deductions  were  made 
because  of  a  nonpay  statu.s,  enter  a  zero  in 
column  6.  If  an  employee  had  more  than  one 
retirement  deduction  rate  during  the  year,  enter 
separate  yearly  totals  for  each  retimment  deduc¬ 
tion  rate  and  note  the  deduction  percentage  rate 
for  each  entry  in  column  8. 

b.  If  calendar  year  deduc- 
tiorw  entered  in  column  6  include  deductioas 
from  additional  pay  not  included  in  the  base  pay 
posted  in  the  Service  History,  place  an  asterisk 
after  the  amount  in  column  6.  Place  an  asterisk 
and  footnote  additional  pay  status  or  night  shift 
pay  in  the  lower  left  comer  of  the  fomi.  If 
calendar  year  deductioas  are  annotated  addition¬ 
al  pay  status  or  niglit  shift  pay,  show  in  column 
8  the  number  of  LWOP  hours  for  each  luiurly 
rate  during  the  year,  if  none,  show  "No  LWOP". 
All  LWOP  must  be  shown. 

7.  Entries  in  Remarks  Columns. 
In  addition  to  the  Service  History  and  Fiscal 
Data,  record  the  following  information  on  the  SF 
2806/3100  under  Remarks,  column  4  and  8,  as 
appropriate. 

a.  Enter  periods  of  LWOP 
f>r  furlough  of  more  than  6  months  in  a  calendar 
year.  Enter  LWOP  of  mom  than  3  calendar  days 
for  reemployed  annuitants. 

b.  For  employees  serving 
on  an  intermittent  basis  without  a  ivgular  tour  of 


duty,  enter  the  number  of  days  in  a  pay  status 
during  each  calendar  year.  If  the  employee  is 
paid  at  an  hourly  rate  and  the  number  of  days 
on  which  work  was  performed  cannot  be  deter¬ 
mined,  enter  the  number  of  hours  in  a  pay  status 
during  each  calendar  year. 

c.  For  employees  serving 
on  a  part-time  basis  with  a  regular  tour  of  duty 
administratively  determined  in  advance,  enter 
the  tour  of  duty  (4  hours  a  day,  5  days  a  week, 
etc.). 

d,  Enter  the  last  date  on 
which  the  employee  was  in  a  pay  status,  unused 
sick  leave,  and  the  service  computation  date 
annotated  as  "SCD  (month,  day,  year)"  when  an 
employee  retires  or  dies. 

0.  For  piecework  employ¬ 
ees,  record  the  aggregate  earnings  and  number 
of  days  of  LWOP,  if  any,  during  each  calendar 
year. 

f.  Record  periods  of  em¬ 
ployment  under  the  Social  Security  Act  Amend¬ 
ments  of  1%5. 

8.  Sick  Leave.  If  an  employee 
dies,  retires,  or  elects  to  convert  to  FERS,  enter 
the  amount  of  unused  sick  leave  in  column  4  of 
Hte  SF  2806/3100  as  follows: 

a.  If  there  is  a  minus  or 
zero  sick  leave  balance,  enter  "No  unused  sick 
leave  balance." 

b.  If  the  employee  has 
unused  sick  leave  at  the  time  of  separation,  enter 
the  nuinlwr  of  hours  and  cite  "5  U.S.C.  Clupter 
63." 

c.  For  employees  with 
uncommon  tours  of  duty,  enter  the  number  of 
hours  t)f  unused  sick  leave,  with  a  notation 
showing  there  was  an  uncommon  tour  of  duty, 
and  the  date  the  .sick  leave,  if  used,  would  liave 
expired.  Cite  "6  U.S.C,  Chapter  63." 

d.  IftheSE28()6/310()isfor 
an  application  for  disability  retirement,  post 
"Will  use  (or  has  used)  all  sick  leave."  When  the 
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application  for  disability  retirement  has  been 
approved,  pest  "No  unused  sick  leave  balance" 
on  the  final  SF  2806/3100  to  be  forwarded  to 
0PM. 

9.  Health  Benefits  Data.  SFs 
2806/3100  forwarded  to  OPM  for  regular  retire¬ 
ment,  disability  retirement,  or  deceased  employ¬ 
ees  must  be  annotated  with  the  status  of  health 
benefits  in  column  4  of  the  record.  Examples  are 
shown  in  the  CSRS  and  FERS  Handbook  for 
Personnel  and  Payroll  Offices  (reference  (ac)), 

10.  FEGLl  must  bo  shown  on  the 
SF  2806/3100  as  follows,  selecting  the  appropri¬ 
ate  statement  shown  in  parentheses. 

a.  "Basic  life:  Elected  (75%), 
(50%),  (No)  reduction." 

b.  "Standard  Optional 
Insurance;  (declined),  (eligible  to  continue, 
coverage  began  (date)),  (not  eligible  to  contin¬ 
ue)-" 

c.  "Additional  Optional 
lasuranci';  (declined),  (eligible  to  continue, 
coverage  began  (date)),  (not  eligible  to  contin¬ 
ue)." 

d.  "Family  Optional  Insur¬ 
ance:  (declined),  (eligible  to  continue,  coverage 
began  (date)),  (not  eligible  to  continue)." 

11.  Disposition  of  SFs  280(./3KK) 

a.  Transfers  between  civil¬ 
ian  payroll  offices  in  the  same  Component,  e.g. 
fnim  one  Air  Force  payroll  office  tt)  another  Air 
Force  payroll  office  or  from  one  CXiD  (code  97) 
civilian  payroll  office  to  another  DoD  civilian 
payroll  office: 

(1)  If  the  employee  is 
covered  by  CSKS,  complete  the  SF  28!)6  and 
traiwmit  it  to  the  new  civilian  payroll  office  via 
the  SF  2807.  This  type  of  transfer  is  commonly 
nderred  to  as  an  "Intra-Agency  Transfer." 

(2)  If  the  employee  is 
covered  by  FERS,  complete  the  SF  3100  and 


transmit  it  to  OPM  at  the  address  cited  in  sub- 
paragraph  040301  .D.2.  via  the  SF  3103. 

b.  Transfers  between  civil  ¬ 
ian  payroll  offices  not  in  the  same  Component, 

c.g.,  from  an  Air  Force  payroll  office  to  a  Navy 
payroll  office  or  from  an  Army  payroll  office  to 
a  Department  of  Commerce  payroll  office  (Inter¬ 
agency  transfer): 

(1)  If  the  employee  is 
covered  by  CSRS,  complete  the  SF  2806  and 
transmit  it  to  OPM  at  the  address  in  subpara¬ 
graph  040301.D.1.  via  the  SF  2807. 

(2)  If  the  employee  is 
covered  by  FERS,  complete  the  SF  3100  record 
and  tran.smit  it  to  OPM  at  the  address  in  sub- 
paragraph  040301.D.2.  via  the  SF  3103. 

c.  Employee  Death.  Send 
the  SF  2806/3100  via  the  SF  2807/3103  to  OPM 
within  5  days  of  the  date  of  the  computation  of 
final  pay.  Enter  in  column  4  of  the  SF  2806/3100 
the  service  computation  dale  "SCD  (month,  day, 
year),"  FEHBP  carrier  control  numFnir  and 
enrollment  code,  "unused  sick  leave  (enter  hours) 
5  U.S.C.  Chapter  63"  and  piy  ceased  (dale).  The 
deceased  employee's  records  and  associated 
applicatioas  are  to  bi,'  received  by  OPM  within 
30  days  of  the  date  of  death. 

d.  Application  for  Refund 

of  Retirement 

(1)  Upon  leaving  Feder¬ 
al  employment,  an  employee  may  request  a 
ri'fund  of  retirement  deductions  by  submitting 
an  SF'  2802/3106,  "Application  for  Refund  of 
Retirement  Deductions." 

(2)  If  the  request  for 
refund  is  received  at  the  same  time  as  the  notifi¬ 
cation  of  the  .separation,  attach  the  SF  2802/3106 
to  the  SF  2806/3100  and  submit  to  OPM  within 
10  calendar  days  after  the  ending  date  of  fhe  pay 
period  in  which  the  employee  was  separated. 
Annotate  in  column  4  of  the  SF  2807/3103  that 
the  SF  2802/3106  i.s  attached. 

(3)  If  the  employee 
completes  the  SF  2802/3106  within  30  days  after 
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the  separation  date  and  the  SF  2802/3106  is 
received  in  the  civilian  payroll  office  after  the  SF 
2806/3100  if.  transmitted  to  0PM,  send  the  SF 
2802/3106  to  0PM.  Annotate  the  SF  2802/3106 
showing  the  date  and  number  of  the  SF 

2807/3103  on  which  the  2806/3100  was 
transmitted. 

f4)  If  the  employee  has 
been  .separated  more  than  30  days,  he  or  she 
must  file  the  SF  2802/^106  directly  with  0PM. 

e.  Disability  Retirement 
Separatior  Advance  closeout  of  the  SF 

2806/3100  IS  required  when  an  application  for 
disability  retirement  is  received  from  a  cuirent 
employee. 

(1)  Annotate  the  SF 

2806/3100  as  follows: 

(a)  Add  the  words; 
Preliminary  Disability  Retirement"  in  the  lop 
margin  of  the  SF  2806/3 lOt). 

(b)  Post  mtirement 
deductions  to  the  close  of  the  previous  calendar 
year, 

(c)  Enter  the  date 
the  application  for  disability  mtirement  was 
made  in  the  .Service  History. 

(d)  Show  the  pay 
status  of  the  employee,  a.s  applicable:  '  Employee 
in  duty  sh^ius,"  "Leave  with  pay  will  end  (date)," 
or  "Pay  .stopped  (date)."  Also,  enter  in  column  4 
of  the  SF  2806/3100  the  service  ctimputation  date 
as  follows:  "SCD  (month,  d.iy,  year)." 

(e)  On  each  pre¬ 
liminary  SF  2806/3100  submitted  with  an  appli¬ 
cation  for  disability  nitircmcnt,  enter  in  column 
4  the  status  of  health  insurance  and  life  insur¬ 
ance.  Examples  are  .shown  in  the  CSRS  and 
FERS  Handbook  for  Personnel  and  Payroll 
Offices  (reference  (ac)). 

(f)  S  h  o  w  the 
unused  sick  leave  data  in  column  4  of  the  SF 
2806  /  3100  and  enter  "Will  use  all  sick  leave"  or 


"No  unused  sick  leave."  in  addition  enter  the 
pnijccted  date  sick  leave  pay  will  terminate. 

(2)  Prepare  a  new  SF 
2806/3100  to  record  retirement  deductions 
wilhlield  after  sending  the  Preliminary  SF 
2806/3100  to  0PM.  Add  the  words  "Final-Dis¬ 
ability  Retirement"  above  the  date  of  birth.  Enter 
"APP  FOR  DIS  RET  EXC"  and  annotate  the  date 
the  SF  2801/3107,  "Application  for  immediate 
Retirement,"  was  executed  on  the  Serx'ice  History 
side  of  the  SF  2806/3100.  In  addition,  add  a 
comment  to  reference  the  Preliminary  Retirement 
SP  2806/3100  on  which  calendar  year  deductioas 
were  reported  to  OPM,  plus  the  date  and  num¬ 
ber  of  the  SF  2807/3103  that  transmitted  the 
records.  Post  all  actions  that  occur  after  submis¬ 
sion  of  the  SF  2801/3107  to  this  record. 

(3)  Prepare  the  SF 
2807/3103  and  send  the  I’reliminary  SF 
2806/3101)  with  the  SF  2801/3107  to  the  applica¬ 
ble  address  listed  in  subparagraph  040301. D. 
within  5  calendar  days  alter  receipt  of  the  appli¬ 
cation.  Annotate  column  4  of  the  SF  2807/3103 
with  "Preliminary  Di.sabilily  and  the  date  e.stab- 
lished  by  the  civilian  pe.MinncI  offici'," 

(4)  On  apprt'vnl  of  the 
application,  complete  the  final  SF  2806/3100. 
I’ost  retirement  deductions  withlield  after  the 
Preliminary  SF  2806  /  3100  was  sent.  Show  the 
effective  date  of  the  disability  reti.rement  and  the 
date  that  pay  ceased  on  the  SF  2806/3100.  Send 
Itie  final  SF  2806/3100  to  OPM  w'illVm  5  calendar 
days  after  the  date  of  the  emjiloyee'.s  final  pay 
check. 

(P)  Continue  uiang  ihi' 
final  SF  2806/31f)0  if  ll  '  employee's  application 
is  denied.  OPM  will  not  retur  '  e  Preliminary 
SF  2806/3100.  Annotate  in  column  4  of  the  SF 
2806/3100  denial  iT  the  disability  and  the  dale. 

f.  Nondi.sabiiilv  Retirement 
Separatioas.  &md  the  5i!'  2806  /  3100  with  the  SF 
2801  /3107  with  attached  CSC  Form  1084,  "Infor¬ 
mation  in  Support  of  Civil  Service  Retirement 
Application,"  to  the  applicahie  addres.s,  listed  in 
subparagraph  040301. D.,  wiliiin  10  calendar  days 
after  the  ending  date  of  the  pay  period  in  which 
the  employee  retired. 
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(1)  Use  OPM  checklists 
to  ensure  complete  and  accurate  processing. 
Submit  the  completed  and  signed  checklist  to 
OPM  with  the  retirement  package. 


(2)  Post  retirement 
deductions  through  the  date  of  retirement  on  the 
Fiscal  Record  of  the  SF  2806/3100. 


(3)  Enter  the  type  of 
nondisability  retirement  in  the  Service  History, 
c.g.  Optional,  Mandatory,  or  Discontinued 
Service. 


(4)  Enter  the  date  pay 
stopped  in  column  4  of  the  SF  2806/3100.  This 
will  noimally  be  the  date  of  retirement;  howev¬ 
er,  if  the  employee's  pay  status  ends  b<.‘fore  the 
retirement  date,  enter  the  earlier  date.  Enter  the 
service  computation  date  "SCD  (month,  day, 
year)." 


g.  Service  credit  deposits 
for  Post-1956  military  service.  Any  individual 
first  employed  in  a  position  subject  to  the  CSRS 
Act  (reference  (y))  on  or  after  October  1,  1982, 
will  receive  credit  for  post-1956  military  service 
only  if  he  or  she  deposits  a  sum  equal  to  7 
percent  of  the  military  basic  pay  received  for 
post-1956  military  service.  Individuals  who  were 
first  employed  under  CSRS  before  October  1, 
1982,  will  have  the  option  of  making  deposits  for 
post-1956  military  service  and  avoid  a  possible 
annuity  reduction.  A  FERS  I'mployee  may 
receive  credit  for  post-1956  military  service 
under  FERS  rules  only  if  he  or  she  deposits  a 
sum  equal  to  3  percent  of  the  military  b.isic  pay 
he  or  she  earned  during  the  period  of  military 
service,  plus  interest. 


(1)  Payment  of  military 
.service  credit  deposits  may  be  made  either  by 
cash  payment  or  biweekly  payroll  deductions. 
Installment  payments  must  be  in  whole  dollar 
amc  lints  not  le.ss  than  $25  per  pay  period,  except 
for  the  last  payment  which  may  be  in  any 
amount  to  complete  n'paymcnt.  Unpaid  balanc¬ 
es  are  subject  to  interest  calculations,  and  OPM 
will  issue  annual  guidance  concerning  the  rate  of 
interest  to  be  used.  Payments  must  be  received 
by  the  agency,  that  is,  physically  in  the  posses¬ 
sion  of  the  agency  official  authori/.ed  to  receive 


such  payments,  by  the  close  of  business  on  the 
last  regular  business  day  before  the  interest 
accrual  date.  Therefore,  if  a  deposit  is  sent  by 
mail,  the  date  of  the  postmark  docs  not  consti¬ 
tute  the  date  of  payment.  Interest  will  be  com¬ 
puted  on  the  unpaid  balance  on  the  employee's 
interest  accrual  date. 


(a)  CSRS.  Interest 
begias  to  accrue  on  deposits  on  October  1,  1985, 
or  two  years  after  an  individual  is  first  employed 
(or  rcemployed  after  a  period  of  military  service) 
in  a  position  Subject  to  CSRS.  The  interest 
accrual  date  (lAD)  is  the  date  each  year  when 
accrued  interer.l  is  added  to  the  amount  owed  by 
the  employee.  The  initial  lAD  is  the  date  one 
year  after  the  end  of  the  interest  free  grace 
period.  Thereafter,  the  lAD  falls  on  the  anniver¬ 
sary  of  the  first  lAD  until  the  deposit  is  paid  in 
full. 


(b)  FERS.  For 
employees  first  employed  prior  to  January  1, 
1987,  interest  started  to  accrue  on  January  1, 
1989.  Therefore,  the  initial  lAD  for  these  em- 
ployue-s  is  January  1,  1990.  For  employees  first 
employed  on  or  after  January  1,  1987,  interest 
begins  to  accrue  2  years  fnim  the  dale  the  indi¬ 
vidual  wai  iirst  employed  subject  to  FERS. 
Therefore,  the  initial  lAD  for  these  employees  is 
one  year  after  the  two  year  interest  free  grace 
period  ends. 


(2)  Record  payments  on 
the  OEM  Fonn  1514,  "Military  Deposit  Work¬ 
sheet."  In  addition,  a  separate  SF  2806/3100  will 
also  be  maintained  for  Fost-1956  military  depos- 
iLs.  The  SF  2806/3100  Service  History  should 
carry  the  annotation  "Military  Service  History 
and  Deposit  Record." 


(3)  Upon  retirement, 
clo.sc  out  the  SF2806/3100  when  military  service 
credit  deposits  are  complete  and  annotate  in  the 
Remarks  column  "Deposit  paid  in  full."  Submit 
the  SFs  2806/3100  along  with  OPM  Form  1514 
and  the  SF  2803/3108  to  OPM  via  a  regular  SF 
2807/3103. 


(4)  Close  out  and 
submit  the  SF  2806/3100  to  OPM  via  a  regular 
SF  2807/3103  in  the  event  an  employee  resigns. 
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retires,  or  dies  prior  to  completing  the  military 
service  credit  deposits.  Annotate  the  SF 
2806/3100  in  the  Remarks  column  with  either 
'  Paid  in  full"  or  "Partially  paid",  depending  upon 
action  taken  by  the  employee  or  sundvor. 
Notify  the  employee  or  survivor  of  the  intended 
close  out  and  provide  the  opportunity  to  com- 
pleti  payment  prior  to  submitting  to  OPM. 
Advise  the  employee  or  survivor  that  refunds  of 
military  service  credit  depr)sits  may  be  made 
oniy  by  OPM. 

(.6)  Close-out  and  send 
the  SF  2806  for  military  deposits  to  the  gaining 
civilian  payroll  office  when  an  employee  trans¬ 
fers  to  another  civilian  payroll  office  within  the 
same  Component.  When  the  transfer  is  to 
another  civiiian  payroll  office,  but  not  in  the 
same  Component,  close  out  the  SF  2806  and 
submit  it  to  OPM.  A  FERS  post-iy56  SF  31(X)  is 
sent  to  OPM  together  with  the  regular  SF  3100 
for  all  transfers  to  another  civilian  payroll  office 
including  transfers  within  tlie  same  Compoiuml. 

F.  Safeiruardinir  the  SF  28(16/3100. 
SFs  2806/3100  not  maintained  in  a  mechanized 
manner  must  be  stored  in  secured  fireproof 
containers.  Manually  maintained  SFs  2806/3100 
must  be  micrufi lined /micrefiched  after  the 
annual  posting,  and  stored  separately  fmm  the 
record  itself  in  accordance  with  OPM  require¬ 
ments. 

C.  KceisterofSeiiaralionsand  Trans¬ 
fers 

1 .  The  SF  2807  is  used  to  control 
and  transmit  SFs  2806  to  other  civilian  payroll 
offices  and  OPM,  Tlie  SF  3103  is  used  to  control 
and  transmit  SFs  3100  to  OPM. 

2.  Series  IX’signatioas.  Maintain 
two  separate  series  of  Si  s  2807  transmittal  num 
tiers  depending  on  wiiether  the  SF  2807  is  trans¬ 
mitted  to  another  civilian  payroll  office  or  to 
OPM.  Each  series  is  consecutively  numbered 
diroughoul  the  calendar  year,  and  the  lirst  SF 
2807  prepared  in  a  new  calendar  year  will  begin 
with  the  numlxT  1.  SFs  2807  transmitted  to 
another  civilian  payroll  office  will  be  designated 
inlva-Agency  (iA).  Those  transmitted  to  Ol’M 
will  be  designated  "OPM".  For  example,  the  first 


SF  2807  transmitted  to  OPM  for  calendar  year 
1993  will  be  designated  "OPM-93-1",  while  the 
first  SF  2807  submitted  to  another  civiUan  payroll 
office  will  be  designated  "IA-93-1," 

3.  Because  all  SFs  3100  are  traas- 
mitted  to  OPM,  it  is  necessary  to  maintain  only 
one  .series  of  fraasmittal  numbers  for  SFs  3103. 
These  forms  must  also  be  coivsecutivcly  num¬ 
bered  throughout  the  calendar  year,  and  the  first 
SF  3103  traasmitted  to  OPM  in  a  calendar  year 
will  begin  with  the  number  1,  All  SFs  3103  will 
be  de.signated  "FERS".  For  example  the  first  SF 
3103  submitted  to  OPM  for  calendar  year  1993 
will  be  designated  "FERS-93-1. 

4.  More  than  one  SF  2806  /  3100 
may  be  submitted  with  each  SF  2807/3103. 
Flowevcr,  the  transmittal  of  completed  retire¬ 
ment  records  should  not  be  delayed  while  other 
records  are  Iwing  prepared  for  subini.ssion. 

5.  ('opies  Required 

a.  OPM  Series.  Prepare 
and  submit  llie  original  to  OPM.  Retain  one 
copy  in  Ihc  civilian  payroll  office's  files.  An 
additional  copy  may  be  required  according  to 
the  applicable  DFAS  Center's  departmental 
instructions. 

b.  lA  Transfers.  Prepare 
and  submit  the  original  and  one  copy  to  the 
gaining  civilian  payroll  office.  Retain  one  copy 
for  file  losing  civilian  payroll  office's  files.  An 
additional  copy  may  Iv  required  according  to 
the  ap|Jiicable  DPAS  Center's  deparlmental 
instiuclions. 

c.  FERS  Series.  Prepare 
and  submit  tlie  original  to  OPM,  Retain  one 
copy  for  the  civilian  payroll  office's  hies,  An 
additional  copy  may  be  required  accord'  ig  to 
the  applicable  DPAS  Center's  departmenl.il 
instructions. 

6.  Filing  the  SF  2807/3103,  File 
SFs  2807  received  from  other  civilian  payroll 
offices  in  a  separate  file  in  order  of  receipt  by 
calendar  year.  Maintain  a  separate  file  for  "IA" 
.series  of  SFs  2807  forwarded  to  other  civilian 
payroll  offices.  Maintain  a  separati'  file  for 
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"0PM"  scries  of  SFs  2807  forwarded  to  OPM, 
Maintain  a  separate  file  for  "FERS"  series  of  SFs 
3103  forwarded  to  OPM.  These  tiles  shall  be  in 
numerical  order  for  each  calendar  year. 


Retirement  Record  for  CSRS  Employees,"  or  an 
SF  3101,  “Notice  of  Correction  of  Individual 
Retirement  Record  (FERS),"  must  be  prepared 
and  submitted  to  OPM. 


H.  Adjustments 

1.  Current  Employees 

a.  Erroneous  Deductions. 
If  an  overdeduction  was  made  for  retirement 
from  the  pay  of  a  current  employee,  make  an 
adjustment  during  the  next  payroll  cycle.  De¬ 
crease  the  current  retirement  deductions  from 
the  employee's  current  pay  period  caming.s,  and 
make  a  corresponding  adjustment  in  the 
employer's  contributions. 

b.  I>eductioas  Not  Withheld 
When  Required.  If  an  undonieduction  occurred, 
or  if  deductions  were  not  made  for  a  pencxl 
when  an  employee  should  liave  been  covered  by 
CSRS/FERS,  that  employee  must  be  afforded  his 
or  her  rights  under  due  process  to  repay  the 
overpayment.  If  deductions  wea'  made  for  a 
NAF  retirement  plan  when  deductions  are 
required  for  CSRS/FERS,  adjust  the  NAF  retiie- 
ment  deductions  and  contributions  and  Social 
Security  contributions  and  deductions  in  the  next 
pay  peritKi.  These  amounts  should  then  be 
offset  against  the  amounts  that  should  have  been 
submitted  for  CSRS/FERS  to  determine  the  net 
amount  that  must  be  withheld  f’‘om  the  employ¬ 
ee's  current  period  pay, 

2.  Separated  Employees 
a.  Overdeductions 

(1)  When  an  excess 
amount  has  been  deducted  from  a  former  em¬ 
ployee's  pay,  and  the  SF  2806  /  3100  has  not  yet 
been  forwarded  to  OPM,  the  amount  i.s  included 
in  the  current  calendar  year  and  the  total  accu¬ 
mulative  deducticins  po.sted  in  columns  6  and  7 
respectively  on  the  SF  2806/2807.  In  addition, 
the  amount  of  excess  deductions  i.s  shown  in 
column  8,  Remarks. 


(2)  If  thooverdcduction 
is  found  uher  the  SF  2806/3100  was  sent  OPM, 
an  .SF  ?‘in6-l,  "Notice  of  C<irn'ction  of  Individual 


(3)  Ifanoverdcduction 
from  a  former  employee's  pay  results  in  excess 
employer  contributimts,  the  amount  of  the  excess 
should  be  deducted  fmm  the  next  pay  period's 
SF  2812  report. 


b.  Underdeductions 

(1)  When  an  iusufficiont 
amount  has  been  deducted  from  a  former  em¬ 
ployee's  pay,  and  the  SF  2806/3100  has  not  yet 
been  submitted  to  OPM,  note  the  amount  of  the 
deficiency  in  column  8  of  the  SF  2806/3100.  If 
the  SF  2806/3100  has  been  submilled,  another  SF 
2806/3100  must  be  prepared  and  annotated 
"Supplemental"  in  the  upper  left  margin. 

(2)  '//hen  an  underde- 
duction  ftom  a  fonner  employee's  pay  results  in 
insufficient  employer  contributions,  the  insuffi¬ 
cient  amount  will  normally  I-  included  in  the 
next  pay  period's  SF  2812  report. 

c.  In  the  ca.ses  of  subpara¬ 
graphs  04030 l.H,2.a.  and  b.,  an  SI'  1081,  "Vouch¬ 
er  and  Schedule  of  Withdrawals  and  Credits," 
will  need  to  be  prepared  and  attached  to  the  flF 
2812  for  accounting  purposes. 

d.  .Service  Fiistory  Correc- 
tiorcs.  Corrections  to  the  Service  History  por¬ 
tions  of  the  SF  2806/3100  should  be  made  on  the 
retirement  record  it  the  error  i:i  delected  before 
the  record  is  submitted  to  Ol'M.  if  the  error  is 
detected  after  the  record  is  sent  to  OPM,  prepare' 
an  SF  2H06-1  or  SF  3101. 

3.  Transferred  Employees 
a.  ^yerded^clion^ 

(1)  When  an  excess 
amount  has  been  deducted  fmm  a  transferred 
employee's  pay,  and  the  SF  2806  has  not  yet 
laeen  forwarded  to  another  civilian  paynill  office 
within  the  .same  Component,  the  amount  is 
included  in  tlie  current  calendar  year  and  total 
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accumulative  deduction  postings  in  columns  6 
and  7  respectively  on  the  SF  2806/2807.  In 
addition,  the  amount  of  excess  deductions  is 
shown  in  column  8,  Remarks. 

(2)  Prepare  and  submit 
an  SF  2806-1  or  an  SF  3101  to  the  gaining  civilian 
payroll  office  if  the  ovcrdeduction  is  found  after 
the  SF  2806/3100  was  forwarded  to  another 
civilian  payroll  office  within  the  same  Compo¬ 
nent. 

(3)  When  an  ovcrdeduc¬ 
tion  from  a  transferred  employee's  pay  results  in 
excess  employer  contributions,  deduct  the 
amount  of  exce.ss  employer  contributioas  from 
the  SF  2812  report  for  the  next  pay  period. 

b.  Underdeductions.  Note 
the  amount  of  underdeductioies  in  column  8  of 
the  SI'  2806  when  an  insufficient  amount  has 
been  deducted  from  a  former  employee's  pay, 
a  net  the  SF  2806  has  not  yet  been  forwarded  to 
another  civilian  paymil  office  withitt  the  same 
Component.  Prepare  and  forward  a  supplemen¬ 
tal  SF  2806  to  the  gaining  civilian  payroll  office 
if  llu:  SF  2806  Iras  previously  been  submitted. 

c.  Service  History  Correc¬ 
tions.  Correct  tire  Service  I  listory  portion  of  tire 
SF  2806  if  the  error  is  detected  Irefore  the  record 
is  sent  t(.  anotlrer  civiliuir  payroll  office  witlrin 
tire  sanre  Conrponent.  Frejrare  and  submit  an  SF 
2806-1  to  the  gaining  civilian  paynrll  office  if  the 
error  is  detected  after  tire  record  is  submitted. 

d.  Retroactive  I’avments 

(t)  Report  CSRS/l'EKS 
deductions  witlrlreld  fnsnr  a  retroactive  salary 
payment  fora  separated  employee  by  preparing 
a  supplemental  SF  2806/3100,  and  forwarding  it 
to  OPM  with  an  SI'  2807/3103. 

(2)  Include  CSRS/FERS 
deducliims  withheld  frmn  a  retroactive  salary 
payment  for  a  curtfiit  employee  in  the  current 
year  salary  deduction  on  tlie  SE  2806/3100  being 
maintained  fgr  the  employee. 

(3)  Report  CSRS/FERS 
deductions  witl\held  from  a  retroactive  salary 


payment  for  an  employee  transferred  to  another 
civilian  payroll  office  within  the  same  Compo¬ 
nent  by  preparing  a  supplemental  SF  2806/3100. 
Send  the  SF  2806  to  the  gaining  civilian  payroll 
office  via  the  SF  2807.  The  SF  31(10  will  be  sent 
to  OFM  via  the  SF  3103. 

1.  Availability  of  Rctirennent  Funds 
for  Loans,  Garnishments,  and  Indebted ne.ss 

1 .  Loans  and  Garnishments 

a.  An  employee  may  not 
borrow  from  the  retirement  fund  or  assign 
money  credited  to  his  or  her  account  as  security 
for  a  loan  or  for  any  other  purpose.  An.  employ¬ 
ee's  retirement  account  is  not  subject  to  any 
execution  of  levic.s,  aitacliments,  garnishment.s, 
or  other  legal  processes  except  as  follows; 

(1)  OPM  will  conijily 
with  a  garnishment  or  attachment  order  issued 
to  enforce  child  support  or  alimony  obligation. 

(2)  OPM  will  comply 
with  Ihe  assignment  of  retirement  benefits  in  a 
Slate  court  order,  dern’e,  or  comm  unity  ]>rt)pi'iiy 
settlement  agreement  in  connection  witli  llie 
divorce,  annulment  of  marriage,  or  legal  separa¬ 
tion  of  a  Federal  employee  or  nditve. 

2.  Indebtedness 

a.  Conditions  governing 
collection  for  indebtedness. 

(1)  An  employee's 
contribuliuiis  to  the  retirement  fund  may  i.ie 
offset  to  reettver  any  valid  debt  to  tlie  United 
States. 

(2)  All  of  tlie  following 
conditions  must  lie  met  before  an  ofLet  of  these 
contributions  may  be  made: 

(a)  The  employee 

has  been  separated. 

(b)  The  civilian 
paynill  office  has  exhausted  all  otlier  means  of 
recovery. 
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(c)  Tho  employee 
has  filed  an  application  for  refund  or  for  a 
monthly  civil  service  annuity  benefit. 

(d)  The  creditor 
agency  has  given  the  employee  an  opportunity 
to  request  reconsideration  of  the  eollecthm 
inciuding  an  oral  hearing,  waiver  or  compro- 
mi.se. 

(3)  If  the  employee  dies 
before  becoming  entitled  to  annuity  lienefits, 
retirement  fund  contributions  may  be  offset 
when  an  application  for  lump  sum  Vx;nefils  is 
filed. 

b.  Collection  pmcedures. 

(1)  before  a  civilian 
payroll  office  can  request  OPM  to  recover  a  debt 
for  a  former  employee  from  the  mtirement  fund, 
the  employee  must  be  notified  in  wriiing  of  the 
following: 

(a)  Tbe  reason  for, 

and  amount  of,  the  debt; 

(b)  The  dale  repay¬ 
ment  must  be  made,  (norm.illy  not  more  than  30 
days  after  the  date  of  the  notice); 

(c)  '1'Ik'  intenlkin  to 
collect  the  debi  by  offset  from  tl’ic  retirement 
fund  unle.ss  the  employee  has  entered  into  a 
repayment  agreemeiir  with  the  isgency; 

(d)  An  opixidunity 
io  request  irconsid  .ration  of  the  decision  to 
collect  the  indebtedness,  including  waiver  or 
compromise;  and 

(e)  An  explanation 

of  the  employee’s  right  io  an  oral  hearing. 

(2)  Only  one  written 
demand  containing  tire  above  information  is 
required  to  be  sent  to  the  emplovee.  If  there  is 
no  reason  to  believe  tliat  the  employee  has  not 
received  the  demand  notice,  the  civilian  payroll 
office  has  the  right  to  judge  tlie  claim  based  on 
evidence  in  its  possession. 


•  •  •  • 


(3)  An  SF  2805,  "Ke- 
quest  for  Recovery  of  Debt  Due  the  United 
Sfafos,"  will  be  prepared,  and  the  civilian  payroll 
office  will  send  Fart  1,  2,  and  4  of  the  SF  2805  to 
OPM.  Part  3  will  be  retained  in  the  civilian 
paynall  office.  See  section  0408  for  instructioas 
for  health  Ix’iiefits  indebtedness. 

(4)  If  a  debt  has  been 
pursued  to  judgment,  written  demand  need  not 
be  made.  A  copy  of  the  court  order  must  be 
attached  to  the  SF  2805. 

(5)  Do  not  retain  the  SF 
2806/3100  pending  completion  of  action  neces¬ 
sary  to  prepare  and  submit  an  SF  2805.  If  an  SF 
280.5  will  be  submitted  at  a  later  date,  the  SF 
2806/3100  should  be  annotated  in  column  8, 
Remark;:,  of  llie  existence  of  the  debt,  the 
amount  (if  known),  and  the  reason  for  the  debt. 
If  the  exact  amount  of  the  debt  is  unknown,  note 
in  column  8  of  the  SF  2806/3100  that  tbe  em¬ 
ployee  is  indebted  in  an  unknown  amount. 

J.  Rntries  on  the  Pavndl  Voucher. 
Fimployee  deductions  and  employer  contribu- 
lii'iis  shall  be  reported  siiparalely  on  the  DD 
Form  592,  Part  1  -  Payroll  Summary.  Civilian 
paynill  offices  reporting  to  OPM  via  hard-copy 
■SF  2812  shall  cite  ilie  OFM  deposit  fund  account 
24X8)35.8  for  Ihi;  deduclion.s  and  contributions 
on  Fart  1.  Civilian  payroll  offices  reporting  to 
Ol’M  via  tiie  RetiremenI  insurance  Transfer 
System  (RTl’S)  rshall  report  deductions  and  contri¬ 
butions  on  Fart  1.  but  shall  not  cite  the  OPM 
deposit  fund  account.  Hinployer  contributions 
shall  1)0  charged  lu  the  appropriation(s)  from 
whicli  the  employee's  salary  is  paid  a,id  shall  be 
reported  on  Part  II,  Accounling  Classification. 

K.  Pay  Period  I'ransmi.s.sion  of  IX*- 
rli'ctions  and  Contribution;;.  Deductions  and 
contributions  for  CSRS  and  FERS  are  n'ported  to 
OFM  each  pay  period  using  procedure;s 
descrilH’d  in  subparagraph  090203. C. 

040302.  Coiilributions  to  State  Ketimment 
Programs  for  National  Guard  I’echnidans 

A.  General.  IXiD  will  negotiate 
agreements  with  States  for  Federal  employees' 
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contribudons  d>  a  Slate  or  State-sponsored 
contributory  retirement  proj^ram;  and  cooperate 
and  process  agreements  with  each  State  request¬ 
ing  a  withholding  agreement  covering  techni¬ 
cians  of  the  National  Guard  for  a  State-spon¬ 
sored  retirement  program, 

B,  Fnicedures 

1.  P.L.  90-486,  Section  6  (refer¬ 
ence  (e))  requires  technicians  who  elected  to 
continue  coverage  under  a  State  retirement  plan 
to  make  such  an  election  by  January  1,  1969.  If 
a  technician  filed  a  valid  election  to  remain 
covered  by  an  employee  retirement  system 
sponsored  by  a  State,  the  U.S.  Government  may 
pay  the  amount  of  the  employer's  contribution 
and  withhold  the  employee's  designated  share 
for  deposit  d)  the  Slate  program  that  becomes 
due  for  the  period  beginning  on  or  after  January 
1,  1969. 

2.  The  Federal  share  of  pay¬ 
ments,  including  employer's  taxes  imposed  by  26 
U.S.C  3111  (reference  (/,)),  may  not  exceed  ‘he 
amount  that  the  employing  agency  otherwise 
would  contribute  on  behalf  of  the  technician  to 
the  Civil  Service  Ketirement  and  Disability  Fund 
under  .1  U.S.C.  83.34  (reference  (b))  and  32  C.F'.K, 
79,5(bJ  (reference  (ae)). 

3.  A  person  covered  under  a 
State-sponsored  jirogram  shall  not  concurrently 
earn  credits  toward  retirement  or  ivceive  an 
annuity  under  .3  U.S.C.  8331-8345  (reference  (b)). 

4.  A  person  who  retin's  under  a 
State  retirement  pn)grani  shall  not  Ih'  eligibU'  for 
any  rights,  benefits,  or  privileges  to  which  re¬ 
tired  civilian  employees  of  the  Uniti'd  States  ntay 
be  entitled. 

5.  Agreements  with  States  shall 
comply  with  the  standards  contained  in  subpara¬ 
graph  040302. D. 

C.  Responsibilities 

1.  The  Under  Secretary  of 
LX’fense  (Comptroller)  shall  establish  policy  and 
procedures  reganling  State  retirement  programs 
for  National  Guard  technicians  and  shall  update 
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agreements  with  authorized  State  officials  for  the 
Secretary  of  Defense.  This  authority  may  be 
rcdelegatcd.  See  32  C.F.R.  79.6  (reference  (au)}. 

2.  The  Secretary  of  the  Army 
and  the  Secretary  of  the  Air  Force  shall  coordi¬ 
nate  and  implement  the  provisions  ot  this  Chap¬ 
ter,  and  designate  the  National  Guard  Bureau  as 
the  responsible  agent  for  maintaining  existing 
agreements  with  States  and  for  coordinating 
administrative  actions,  to  include  preparing 
updated  agreements. 

D.  Standards  for  Contribution  Ai;ree- 
ments  with  Stale  Retircmicnt  Frcuriams  for  Na¬ 
tional  Guard  Technieij'is.  Bach  agreement 
between  the  Secretary  of  Defense  and  the  Gover¬ 
nor,  or  other  authorized  Slate  official,  for  em¬ 
ployer  and  employee  contributions  to  a  Stale 
retirement  program  for  National  Guard  techni¬ 
cians  shall  be  comjdeted  within  120  days  of 
receipt  of  a  .State  ri'qne.st,  provided  that: 

1.  Slate  law  provides  for  pay¬ 
ment  of  employee  conlributuins  to  a  Stale-spon¬ 
sored  employee  reliremenl  system  by  withhold¬ 
ing  sums  from  the  emph>vi’e'.s  conipensatioii  and 
making  payment  to  the  official  di'signated  to 
receive  sums  withheld , 

2.  Tlu'  I'lrogram  i.s  limited  to 
tei  hnicians  of  tlie  National  Guard. 

3.  Bacli  agreement  is  consi.stent 
willr  32  C.I'.K.  I’art  79  (leterence  (ao))  and  con 
lain:;  a  clause  lli.it  suhjecls  the  agreement  to  any 
statutory  uinendments  uicuning  after  llie  ellec- 
tive  date  of  tlie  agreement. 

4.  The  agreement  sliall  comply 
willi  till’  requirements  of  State  law  that  specify 
who  is  eligilile  for  sueli  State-sponsored  retire¬ 
ment  programs. 

.5.  I  he  commencemi  nt  date  for 
contributions  must  hi'  :;pecified. 

6.  Contrihution  procedures, 
filing  n'quin'inents,  and  payment  instructions 
confonn,  when  practicalile,  to  tlie  usual  fiscal 
practices  of  tlie  Doft. 
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7.  The  agreement  docs  not 
impose  requirements  on  the  DoD  that  are  more 
burdensome  than  those  requirements  imposed 
on  departments,  agencies,  or  subdivisions  of  the 
State  concerned.  Except  to  the  extent  that  an 
agreement  may  be  inconsistent  with  32  C.F.R. 
Part  79  (reference  (ae)),  the  agreement  shall 
continue  in  full  force  and  effect  until  amended, 
modified,  or  terminated  by  appropriate  authori¬ 
ty.  See  32  C.F.R.  79.7(g)  and  (h)  (reference  (ac)). 

()4tl303.  Civil  Service  Employees  Covered  By 
Retirement  Systems  for  Nonappropriated  Fund 
Employees 

A.  The  Portability  of  Benefits  for 
Nonappropriated  Fund  Employees  Act  of  1990 
(Subsection  7202  of  P.t,.  101-508)  (reference  (e)) 
permitted  certain  NAF  employees  to  retain 
coverage  under  a  NAF  n'tireinent  plan  during 
employment  in  a  position  that  would  normally 
be  covered  by  CSRS  or  F'ERS.  An  employee  who 
elects  to  remain  covered  by  a  NAl'  retiremenl 
plan  is  excluded  frt'm  coverage  under  CSRS  or 
FERS  for  all  subsequent  periods  of  employment 
including  periods  of  service  as  a  reemployed 
annuitant.  Refer  to  5  C.F.R.  K31.2()l(h),  831.204, 
842.102,  842.104(g),  and  842.106  (reference  (1))  for 
additional  information. 

13.  The  opportunity  to  retain  coverage 
under  a  NAF  retirement  plan  is  limited  to  NAF’ 
ernpRiyees  who  move  after  December  31, 1986,  to 
position;;  within  the  IXiD  or  tlK'  Coast  Guard 
which  are  coven'd  under  CSRS  or  I'EKS. 

C.  Employees  who  elect  to  retain 
coverage  under  a  NAF  n'tireinent  system  will 
have  block  30  ol  the  Si-  50  annotated  as  ".‘i-other." 
The  Remarks  block  of  thi  SI’  50  will  state  fhal 
the  employee  has  elected  to  retain  coverage 
under  a  NAF  retirement ;  'stem, 

D.  There  are  cu.  lently  six  NAF'  retire¬ 
ment  plans.  Employees  wli  elect  to  retain  NAF 
coverage  will  continue  to  be  covered  by  tlie  plan 
in  effect  at  the  time  of  eleelion. 

040304.  .Uniformed  Servin’s  University  of  the 
Health  Sciences  (USUI  IS'  Faculty  Ketireinenl. 


All  full-time  civilian  faculty  memliers  of  the 
USUHS  with  an  appointment  of  more  than  1 
year  arc  covered  under  the  Teachers  Insurance 
and  Annuity  Association  and  College  Retirement 
Fx]uitics  Fund,  which  is  a  tax  deferred  retirement 
plan.  A  total  of  15  percent  of  the  employee's 
base  salary  is  collected  for  the  retirement  plan. 
The  employer  (USUHS)  contribution  is  10  per¬ 
cent  and  the  employee's  deduction  i;;  5  percent. 
Collect  the  funds  into  deposit  fund  -X6875  and 
disburse  from  this  fund  to  TIAA/CREF,  730 
Third  Avenue,  New  York  NY  10017. 

0404  FEDERAE  INSURANCE  CONTRIBU¬ 
TIONS  ACT  (FICA)  TAX 

040401.  Authorily.  FICA  (reference  (/))  slates 
that  all  civilian  employees  of  the  I'ederal  Govern¬ 
ment  are  eligible  to  receive  Social  Security 
and/or  Medicare  benefits.  See  paragraph 
040406.  for  employees  who  are  exempt  fmm 
StK'ial  Security  and/or  Medicare  withholdings. 
Wages  for  covend  employment  are  taxable 
regardless  of  the  worker's  age  or  whether  tV.e 
worker  is  receiving  Social  Security  Ixmefils,  I'or 
purjioses  of  tiris  Regulation,  taxes  withheld 
under  F'iCA  (reference  (/,))  will  be  referred  to  as 
Social  Security  and  Medicare  taxes.  The  term 
FICA  applies  to  the  total  taxes  deducted  for  both 
Srx'ial  Security  and  Medican'. 

A.  Generally,  civilian  Federal  employ 
ees  are  coveretl  by  Social  Security  and  Medicare 
or  Medicare  only,  based  on  the  type  ol  appoiiU- 
inent.  Coverage  i.s  determined  by  the  civilian 
personnel  office  and  is  reflected  on  the  SF  5t). 
Sixial  Security /Medicare  laxc.  are  withheld  on 
the  same  entitiemenl.s,  but  are  sulijeet  to  different 
wage  liinitaliurei.  The  guidance  lierein  upiilies  to 
both  Social  Security  and  Medicare  deductions. 
The  taxes  are  sliown  separately  on  tlie  i'orm 
W-2,  "Wage  and  Tax  Statement."  I'or  purposes 
of  detennining  the  maximum  wages  .subject  to 
Social  Security /Medicare  taxes,  tlie  DuD  is 
timsidered  to  he  one  employiT.  Effective  witii 
llu'  fii-st  pay  period  in  calendai-  year  1983,  Feder¬ 
al  employees  under  CSRS  heeame  sutijeet  to 
Medicare  tax. 
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B.  Effective  January  I,  1984,  new 
Federal  employees  were  subject  to  Social  Security 
and  Medicare  as  well  as  retimment  deductions 
directed  by  0PM.  if  an  einpioyee  transfers 
within  the  DoD,  the  gaining  civilian  payroll 
office  must  consider  those  Sociai  Security /Medi¬ 
care  taxe.s  already  deducted  by  the  io.sing  civilian 
payroll  office  in  order  not  to  exceed  the  maxi¬ 
mum  Social  Security/Medicare  tax  liability  due 
for  that  payroll  year.  When  an  employee  traas- 
fers,  include  Social  flecuiity/Medicarc  year-lo- 
date  wage.s,  and  Social  Security/Medicare  year- 
to-date  taxes  in  the  Remarks  section  of  the  SF 
11,10. 

040402.  Compensation  Sulijed  to  Social  Securi- 
ty/Medicare 

A .  Curnmt  Fariiines  and  Allow, inci 's 

1.  For  employees  covered  utider 
FICA,  generally  any  compensation  subject  to 
Federal  income  tux  (without  reg.jrd  to  exemption 
status)  is  subject  to  .Social  Security  and  Medicare 
(ax  deductions  (see  Table  4-1).  Fmployees  cov¬ 
ered  under  CSRS  an'  subjed  to  Medicare  tax 
only.  Tbe  basis  for  Social  .sk'ctjrity/ Medicare  lax 
deductions  is  (he  employee's  ju'oss  pay  for  eaelt 
pay  period. 

2.  In  areas  outside  tlie  United 
State.s,  the  gross  amount  upon  which  Social 
Security/Medicare  ta.x  is  compnted  iticlnde.s  the 
Canal  Zone  tropical  diffennitial,  lon.'ijpi  po.st 
differentials,  and  nonfoivign  post  differentials. 

B.  Backirav  A'vaixis.  Employee  and 
employin'  portions  of  Social  Si  cnrity/Medicare 
taxes  computed  for  fiackpay  awards  sluuild  be 
figuivd  at  the  rale  in  effect  tor  llte  periods 
covered  by  the  corrective  action, 

041)403.  Tax  Amounts.  The  t.ix  rate  percent.ige 
and  wage  base  limitation  for  Social  Securi- 
iy/Medicare  taxes  require  sep, irate  computation 
and  reporting. 

A.  Hnvployee  I  ti'ciuclinns.  For  each 
pay  pi'riod,  deduct  the  appliealile  Social  Securi 
ty/Medicare  tax  from  the  gro.ss  |iav  of  each 


employee  covered  by  Social  Security/ Medicare. 
Discontinue  the.se  deductions  when  the  employ¬ 
ee's  earnings  reach  l)ii’  applicable  maximum 
limitation.  Refer  to  IKS  Circular  E  (reference  (i)) 
for  the  yearly  update,  Maximum  iiinitalions  for 
prior  years  is  listed  in  Table  4-2. 

B,  Employer's  Social  .Securiiy/Medi- 
care  Tax.  The  Federal  Covemmenf  inusi  pay  an 
employei-'s  contribulion  tax  equa:  to  Itie  .s.n  le 
rate  used  fur  ernployees. 

C.  Official  Social  Security  and  Medi¬ 
care  Tax  Tables.  Tax  tables  ar"  publi-died  in  IRS 
Circular  E  (reference  (i)). 

040404.  Vnudier  I'ntrv.  e'or  e.idi  pav  period, 
enter  the  empiovees'  dednetion;:  and  the 
emplover'.s  conlribuiii:  is  iot  Social  Securi¬ 
ty/Medicare  taxes  on  liie  appropriati’  line  of  the 
DD  Form  .192,  "Payroll  for  Person, il  Services- 
Certii'calion  and  Summary  "  Tjie  employer's 
porlii'n  is  charged  to  Ihe  same  .U‘'proprialion{s) 
as  Ihe  employi’e's  .sal.'ry. 

040405.  Ailjiislmeni.-i,  A.Jio.stinents  i.lue  (o 
errors  and  c,inee|laii.;ii  of  p.j\c!ieci'..s  me  outlined 
in  .section  0808. 

0'}040(>.  Einnloyi'es  Fxemiit  trom  ^Kidal  Securi- 
tv/Medicare.  Tile  /ullmving  eiiij’ioyet's  are 
exempt  from  .Social  Securilv.'Medic.u'ii  deiluc- 
tions; 

A.  M.mdfi/.en.s  d  le.jt.side  lilt' 

United  Slates,  ttu'  Virgin  Island.s,  .tnd  I’uerlo 
Kieo; 

C.  Interns,  student  nuises,  and  other 
student  eini'loyees  of  I'ederal  hosnitals  (except 
medical  and  dental  hilern.s  ami  ri.’sidenl.s)  (25 
U.S.C.  3l21(b)(f)))  (refen  iiee  (/.)); 

C.  Employees  liiivd  temporarily  to 
handle  fires,  storm.s,  eart'Kji'ak.  s,  floods,  and 
other  similar  emergencies  and  di,su,sfer.s  (2<i 
U.S.C.  ,3121  (b)(6))  (reference  (/,)); 

D.  Civilian  dia plains.  If  a  civilian 
clui|iliii|i  wants  ti>  lie  covered  under  Social 
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Security /Medicare,  he  or  she  must  apply  as  a 
self-employed  person,  or  if  the  order  in  which 
the  chaplain  belongs  has  made  an  election  for  its 
members  to  be  covered  by  Social  Security /Medi¬ 
care,  then  the  chaplain  may  also  be  covered  by 
Social  Sccurity/Mcdicare; 

E.  Employees  of  instrumentalities  of 
the  U.S.  Government  that  arc  specifically  exempt 
from  Social  Security /Medicare  by  law  (26  U.S.C. 
3112)  (reference  (z));  and 

F.  Title  32  National  Guard  techni¬ 
cians  in  Massachusetts  and  Nevada  who  elected 
to  remain  in  the  State  Employees  Retirement 
System. 

1)40407.  Panama  Social  .Si'curilv  System.  All 
non-U.S.  citizens  employed  by  the  Panama  Canal 
Commission,  after  September  30,  1079,  are  cov¬ 
ered  by  the  Panama  Social  Security  System 
(Social  Security  Provisions  of  tlie  Agreement  in 
Implementation  of  Article  Ill  of  the  Panaina 
Canal  Treaty),  The  employee's  withholding  is 
7.25  percent  of  salary,  and  the  employer's  contri¬ 
bution  is  12.45  percent  of  salary.  Non-U.S.  citi- 
z.ens  covered  by  CSRS  prior  to  Octolxtr  1,  1979, 
who  are  employed  by  the  Panama  Canal  Compa¬ 
ny  or  Canal  Z^mc  Government  and  were  covered 
by  CSRS,  will  continue  to  be  covered  under 
CSRS  until  tcrminatiiin. 

0405  FEDERAL  INCOME  TAX  WITHHOLD¬ 
ING 

1)40501.  Geni.Tal 

A.  Withholding  Aullioi  ity  for  Federal 
Income  Tax.  Internal  Revenue  Code,  26  U.S.C. 
3402  (reference  (z,)),  requires  each  Federal  Agen¬ 
cy  to  withhold  Federal  income  taxes  from  wages 
paid  to  employees.  The  current  IRS  Circular  E 
(reference  (i))  summarizes  the  employer's  re¬ 
sponsibilities  and  contains  rates  and  tables 
prescribed  by  the  Treasury  Department.  Section 
3306  (c)(6)  of  26  U.S.C.  (reference  (/,))  states  that 
services  performed  in  the  employ  of  the  United 
States  are  exempt  from  the  tax  imposed  under 
the  Federal  Unemployment  Tax  Act. 


B.  Employer's  Identification  Number 
(EIN).  An  EIN  is  assigned  by  the  District  Direc¬ 
tor  of  the  IRS  to  identify  the  tax  accounts  of 
employers.  Only  one  identification  number  per 
civilian  payroll  office  is  au'^horized  for  use  in 
reporting  all  Federal  and  Social  Security /Medi¬ 
care  taxes.  Note  that  the  Federal  taxes  deducted 
for  PCS  arc  not  reported  under  the  civilian 
payiwll  EIN.  The  civilian  payroll  office  has  the 
responsibility  for  the  collection  and  reporting  of 
Federal  and  Social  Sccurily/Medicare  taxes  via 
the  Form  941.  The  current  IRS  Circular  E  (refer¬ 
ence  (i))  should  be  u.sed  for  guidance  to  with¬ 
hold  and  report  Federal  income  tax  and  SrK’ial 
Secu  ri  ty  /  Med  iea  re . 

C.  Method  of  Wilhholdina.  The  two 
most  common  methods  for  withholding  tax 
provided  by  the  IRS  are  the  percentage  method 
and  the  wage-bracket  melliod.  Refer  to  IRS 
Circular  E  (reference  (i))  fi>r  information  on  these 
two  methods. 

040502.  Form  W-4.  Statutory  deductions  for 
Federal  Income  taxes  will  be  supported  by  Form 
VV-4,  "Employee's  Withholding  Allowance  Certif¬ 
icate,"  from  each  eiiiployec  staling  the  number  of 
exemptions  claimed  or  extra  withholding  autho¬ 
rized.  Fonns  W-4  may  be  obtained  from  Ihe 
neaivst  eiviliun  personnel  office. 

A.  Witliholding  Allowances.  An  em¬ 
ployee  completes,  at  llie  tilin'  oi  entrance  on 
duly,  a  Form  W-4,  and  any  additional  fonns 
required  for  withholding  Slate  or  local  taxes. 
The  nuinlHir  of  ■allowances  claimed  and  the 
employee's  marital  status  provide  the  basis  to 
com]>ute  Federal  income  lax  withholding  (ITTW). 
(lire  withholding  of  additional  Incoiiu'  tax  in  a 
fixed  amount  is  permitted  wlien  the  employee 
retiuesls  .such  withholding  in  writing.)  If  an 
employee  fails  to  submit  a  Form  W-4,  assume 
the  emjiloyee  is  single  and  lias  no  wilhiiolding 
allowances.  Once  filed,  a  I'orm  W-4  remaias  in 
effect  until  the  employee  furnislu'S  an  amended 
certificate. 

1.  Permissilile  allowances  are 
deserilied  on  the  Form  W-4.  Lietermining  tlie 
accuracy  of  the  number  of  allowances  claimed  is 
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not  the  respoasibility  of  the  civilian  payroll 
office. 

2.  The  number  of  allowances 
claimed  on  the  i'orm  W-4  may  be  diffemnt  than 
the  number  of  exemptions  claimed  on  the  em¬ 
ployee's  tax  return.  Employees  may  use  the 
worksheet  on  the  Form  W-4  to  determine  if  they 
qualify  for  claiming  extra  allowances. 

B.  Additional  withholding  allowanc¬ 
es,  as  computed  thmugh  use  of  the  table  on 
Fonn  W-4,  may  be  claimed.  An  employee  who 
wants  to  increase  the  amount  of  tax  withheld 
may  reduce  the  number  of  exemptions  to  which 
entitled.  If  an  increa.se  only  in  Federal  tax 
withheld  is  desired,  the  employee  may  request 
an  additional  amount  bo  witliheld  on  Form  W-4, 
in  whole  dollar  amounts,  regardless  of  the 
number  of  exemptioas  claimed.  The  amount  of 
withholding  remains  in  effect  until  changed  by 
the  employee, 

C.  Reporting  Certain  Form.s  W-4  to 
the  IRS.  Civilian  payroll  offices  must  report  to 
the  IRS  if  certain  Forms  W-4  are  received.  This 
information  will  bo  accumulated  in  tlie  liaison 
offices  and  then  sent  to  tlie  civilian  payroll  office 
to  be  submitted  with  tlie  Form  941,  fi/r  each 
quarter.  The  Forms  W-4  which  are  required  to 
be  reported  include; 

1.  Any  forms  received  with 
more  than  II)  allowances  claimc'd. 

2.  Any  form  received  from  an 
employee  who  claims  exemption  from  income 
tax,  but  is  expected  to  earn  mori’  than  $4(10  in  a 
biweekly  pay  period. 

The  reports  must  contain  the  following  informa¬ 
tion:  EIN;  name  and  address  of  the  civilian 
payndl  office;  and  employee's  name,  SSN,  and 
addre.s.s. 

D.  The  civilian  payroll  office  will 
submit  a  copy  of  the  l^irm  W-4  lurrently  in 
effect  (or  make  the  original  avail. ible  for  inspi'c- 
tion),  when  a  written  request  is  reteived  from 
the  IRS. 


040503.  Allowance  Status  Change.  If  atr  em¬ 
ployee  submits  a  new  Form  W-4,  change  the 
withholding  effective  the  next  pay  period.  If  an 
employee  claims  the  Form  W-4  on  file  is  errone¬ 
ous  and  submits  a  corrected  one,  no  retroactive 
adjustment  is  permitted. 

040504.  Compensation  Subject  to  Income  Tax. 
The  general  rule  is  that  all  wages  and  differen- 
iials  are  taxable,  and  all  allowances  are  not 
taxable.  Sec  Table  4-1  for  taxability  on  sptecific 
types  of  com pen-sati OTIS. 

040505.  Withholdimr  Allowances 

A.  Withholdini;  Not  Required.  An 
employer  is  not  required  to  deduct  and  withhold 
any  I'cderal  income  tax  from  wages  paid  to  an 
emi'iloyoe  who  has  certified  to  the  employer  (as 
prescribed  by  IRS)  that  the  employee  incurred  no 
income  lax  liability  for  the  precediiig  year  and 
that  the  employee  expects  n(>  liability  for  the 
current  year.  The  Form  W-4  is  used  by  the 
employee  to  make  this  certification.  The  employ¬ 
ee  must  file  a  Form  W-4  each  year  by  February 
15  to  claim  exeiTiption  from  williliolding. 

B.  Retained  Conies  of  Forms  941, 
"Employer's  Quarterly  Federal  Tax  Return,"  and 
related  reports.  As  forms  are  superseded  or 
become  obsolete,  remove  them  from  the  active 
file  and  place  in  on  inactive  file.  I'reusury 
Department  forms,  e.g..  Forms  941,  Forms  W-4, 
etc.,  do  not  have  to  be  sent  to  the  District  Direc¬ 
tor,  IRS.  However,  the  civilian  payroll  office 
must  show,  on  request,  tlial  the  information  is 
on  file  as  a  supporting  record. 

()4()50().  Tax  Tables  and  Tax  I'eriods.  Refer  lo 
IKS  Circular  E  (reference  (i))  for  the  current  lax 
tables  or  applicable  payroll  system  lax  package. 

040507.  Adjustment  in  Tax  Withheld 

A.  Undercollection.  If  no  tax  (or  less 
than  the  correct  amount)  is  witiilield  due  to  a 
computing  error,  instruct  the  employee  to  refund 
the  overpayment  in  accordanci’  with  due  proce.ss 
procedures  (refer  to  section  0803  for  proce;dures). 
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If  the  employee  is  separated,  refer  to  section  0804 
for  procedures. 

B,  Overcollection.  If  more  than  the 
correct  amount  of  tax  is  deducted,  refund  the 
overcollection  to  the  employee  if  within  the  same 
payroll  year.  Refund  on  the  next  payroll  vouch¬ 
er,  if  possible,  or  use  SF  1049,  "Public  Voucher 
for  Refunds."  Make  an  appropriate  entry  on  the 
individual  pay  record.  Include  the  amount 
refunded  and  the  disbursing  voucher  number. 
11  i  Form  W-2  was  issued,  prepare  a  corrected 
form  as  stated  in  IRS  Circular  E  (reference  (i)). 
Adjust  overcollection  of  taxes  on  the  current 
payroll.  Enter  the  amount  refunded,  less  the 
current  pay  period':,  tax  withholdings  on  the  pay 
record.  Increa.se  the  normal  net  pay  amount 
accordingly  and  note  the  reason  for  the  adjust¬ 
ment  on  the  pay  record. 

040508.  Tax  Payments  -  Payment  of  Withheld 
Tax 

A.  Tax  Collection.  All  ITTW/ Social 
Security/Medicare  taxes  collected  by  the  civilian 
payroll  office  will  he  deposited  in  account  — 
X6875. 

B.  Accounting.  The  civilian  payroll 
office  making  the  tax  collection  is  responsible  for 
preparing  the  Form  W-2  and  issuing  it  to  the 
individual. 

C.  Disbursement.  Tlte  disbursing 
office  will  disburse  all  taxes  withlield  based  on 
the  information  provided  by  the  civilian  payroll 
office  and  the  frequency  of  the  payroll  involved. 
The  taxes  are  remitted  on  Form  8109,  "Federal 
Tax  Deposit  Coupon,"  and  SF  1(149  issued  as  a 
voucher  for  the  remittance.  Remit  to  the  FRB 
head  office  of  the  Federal  Reserve  District  where 
the  disbursing  officer  is  located  for  deposit  and 
credit  in  the  Treasury's  account,  Remit  amounts 
withheld  from  wages  for  Federal  income  taxe.s. 
Social  Security/Medicarc,  employer's  contribu¬ 
tions  for  Social  Security /Medicare  and  a  com¬ 
pleted  Form  8109  to  the  appropriate  FRB  on 
payday.  To  expedite  handling  at  the  bank, 
stamp  in  bold  letters  on  the  face  of  the  envelope 


used  to  mail  the  payment,  the  words  "FEDERAL 
TAX  DEPOSIT." 

040509.  Resident  and  Nonresident  Aliens 

A.  Withholding  Tax.  Wages  paid  to 
both  resident  and  non-resident  aliens  for  services 
performed  in  the  United  States  are  subject  to  the 
withholding  of  Federal  income  tax.  The  same 
regulations,  procedures,  and  rates  that  govern 
U.S.  citizciv)  apply  to  resident  and  nonresident 
aliens. 

B.  Withholding  Allowances,  Resi¬ 
dent  aliens  may  claim  the  full  number  of  with¬ 
holding  allowances  to  which  tltey  would  be 
entitled  if  they  were  U.S.  citizcas.  Nonresident 
alieas  who  are  residents  of  Canada,  Mexico, 
Japan,  or  Korea  may  claim  the  full  number  of 
withholding  allowances  to  wlrich  they  would  be 
entitled  if  they  were  U.S.  citizens.  All  other 
nonresident  aliens  should  not  claim  exemption 
from  income  tax  withholding,  n'quest  withhold¬ 
ing  as  if  they  are  single,  and  claim  only  one 
allowance.  This  may  avoid  underwithholding  of 
income  taxes. 

C.  Payment  of  Tuxes  and  Tax  Return. 
I'edenil  income  and  Social  Security/Medicarc 
taxes  withheld  for  resident  and  nonresident 
aliens  covered  in  tliis  Chapter  will  be  included 
with  the  total  tax  deposit  payment  and  reported 
on  tin*  l^>rm  941 . 

040510.  Lump-Sum  Leave  Payment  Refunds 

A.  Refer  to  sectio'\  0808  regarding 
procedures  on  adjustments  of  overpayments  and 
underpayments. 

B.  When  "he  ‘'nine  amount  has  been 
collected,  prepare  a  statenvrit  (a  sample  format 
is  shown  in  Figure  4-1)  to  be  distributed  as 
follows; 

1.  The  original  is  sent  to  the 
employee,  with  one  copy  for  caclr  taxing  authori¬ 
ty  for  which  tax  has  been  withheld  from  the 
employee's  pay. 
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2.  One  signed  copy  is  sent  lo  the 
IRS,  the  State  (if  applicable),  the  city  nr  county  (if 
applicable),  and  any  other  auiliorized  taxing 
authority. 

04051 1 .  Advance  Earned  Income  Credit  (ElCl. 
Civilian  paynill  offices  must  make  advance  EIC 
payments  to  eligible  employees;  however,  eligi¬ 
ble  employees  must  request  payment  by  filing  an 
Form  W-5,  "Earn(!d  Income  Civdit  Advance 
Payment  Certificate,"  with  their  employing 
activity.  They  must  file  a  new  certificate  each 
year. 

A.  Elittibililv.  Eligibility  mquirements 
are  shown  on  Form  V\t-5  and  are  summarized 
below: 

1.  The  employee's  expected 
earned  income  and  adjusted  gro.ss  income  must 
each  be  le.ss  than  the  amount  sel  by  IKS  for  each 
taxable  year. 

2.  'I  t\e  tax  return  niu.st  be  filed 
as  single,  married  filing  jointly,  head  of  house¬ 
hold,  or  qualifying  widow(ei)  with  dependent 
child. 

3.  Tlie  employee  cannot  be  a 
qualifying  child  of  another  pt'r.srm. 

4.  Tile  employee  generally  must 
have  a  qualifying  child,  a.s  defined  in  tlie  instruc¬ 
tions  on  I'orm  W-5,  living  witli  liiin  or  her  more 
than  half  the  year,  including  time  wlien  the  child 
is  away  at  school  or  on  vacation  (the  entile  year 
for  a  foster  child).  Tlie  child  must  be  under  the 
age  of  14  at  the  end  of  the  year,  a  full-time 
student  under  tlie  age  of  24,  or  permanently  and 
totally  disabled. 

5.  A  married  child  general' y 
must  be  claimed  as  a  dependent  by  the  em¬ 
ployee.  However,  theie  are  special  rules  that 
may  apply  it  the  child  is  tlie  cliild  of  divorced  or 
separated  parents,  or  if  the  employee  qualifies  as 
an  unmarried  head  of  hou.seluild.  See  Form  W-5 
for  details. 


B.  Form  W-5.  On  Form  W-5  an  em¬ 
ployee  must  show  if  they  are  married.  If  the 
spouse  also  has  filed  a  Form  W-5  with  an  em¬ 
ployer,  use  the  advance  EIC  tables  in  the  IRS 
Circular  E  (reference  (i))  (either  the  wage  bracket 
or  percentage  method  table)  titled  "Married  with 
Both  Spouses  Filing  Certificate." 

1.  Form  W-5  remains  in  effect 
until  the  end  of  the  calendar  year.  Eligible 
employees  mu:st  file  a  new  certificate  each  year. 

2.  The  signed  form  becomes 
effi-ctivo  with  the  fir.;!  payroll  period  ending  (or 
the  first  wage  payme.nt  made  without  regard  to 
a  payroll  period)  on  or  after  the  date  the  certifi¬ 
cate  is  received  in  tlie  liaison  office. 

3.  If  an  employee  has  given  the 
liaison  office  a  signed  Form  W-5  and  later  be¬ 
comes  ineligible  for  the  credit,  the  employee 
must  revoke  the  previously  filed  form.  If  the 
employee's  situation  changes  because  his  or  her 
spouse  files  a  Form  W-5,  Ihe  employee  must  file 
a  new  ITirm  W-5  showing  tlinl  liis  or  her  spouse 
lias  a  Form  W-5  in  effect  willi  an  employer. 

4.  If  an  enqiloyee  lias  a  Form 
W-5  cerlifying  that  their  spouse  has  a  F'orm  W-5 
in  effect  and  the  spouse's  form  is  no  longer  in 
effect,  liie  employee  must  file  a  new  I’omi  W-5. 

C.  Amounts  In  he  Raid  to  liliirible 
Eiiuiloyei-s 

1.  IRS  Circular  FI  (reference  (i)) 
contains  a  biweekly  payroll  period  table  to  lie 
u.sed  with  llie  employee's  liiweekly  taxable 
wages  lo  compute  the  advance  payment. 

2,  The  civilian  paynill  office  will 
refer  employees  with  questions  about  their 
eligihility  for  advance  EIC  payments  to  tlie  IRS. 

D.  rayini;  the  Advance  EIC  to  Em¬ 
ployees 

1,  The  advaiiee  EIC  payniei  ' 
does  not  cliange  the  amount  of  income  tax. 
Social  Security,  or  Meciican'  taxes  tliat  you 
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withhold  train  employees'  wages,  't'he  advance 
ElC  payment  is  not  compensation  for  services 
rendered  and  i.s  not  subject  to  payroll  taxes. 

2  Ccnerally,  einployen:  will  pay 
the  amount  of  the  advance  ElC  payment  fmm 
withheld  income,  Scicial  Security,  and  Medicare 
taxes,  't  hese  taxes  are  nonnaiiy  required  to  be 
paid  over  to  IRS  either  fhrougli  Federal  tax 
deposiLs  or  with  employment  tax  returns. 

3.  If  tor  any  pay  period  the  ad¬ 
vance  ElC  payments  are  more  tiian  the  withheld 
income,  .Social  St^curity,  and  Medicare  taxes 
(including  the  empltiyer's  share  of  Social  Security 
and  Medicare  taxes),  tire  civilian  payroi!  office 
may: 

a.  Riiduce  eacli  advance  ElC 
paymenl  proportionately.  (Eacl\  payment  must 
be  reduced  by  an  ann.unt  that  has  tiie  same  ratio 
to  the  excess  as  .he  payinem  lias  to  the  total  of 
all  advance  paymenl.'i  lor  the  payroll  period);  or 

b,  EIl'lI  tti  make  full  pay¬ 
ment  of  (he  advance  ElC  amount  and  have  thc.se 
full  ain.iunt.s  treaU'J  as  an  advance  payment  of 
tile  employer’s  lax  liability.  U  excess  EiC  pay¬ 
ments  are  appIkM  ag.iinsl  any  oilier  taxes,  attach 
an.  expl.ination  lo  Ih.d  hix  return  on  wliich  tlie 
credit  for  overpjynu'i'it  is  taken. 

b,.  Keoormii;  !:!C  I’.iviiu'iils 

1.  Advance  EIC  payments  wilt 
be  identified  on  llie  Dl.l  Is'rm  .'ih2  and  reported 
on  tlic  i'orm  ‘i4l. 

2.  riie  total  amount  of  advance 
ElC  I'l.iymenls  made  during  the  )'ear  will  be 
shown  on  th.’  employee's  Form  W-2. 

fill’  amounts  sluiwn  on  Form 
W-2  for  income  lax  witlilield  (if  any),  Social 
Security,  and  Medicare  taxes  wiiliheld  ace  not 
affccteci  liy  advance  ElC  payments.  Likewise,  no 
other  entries  on  I'orm  W-2  are  changed  because 
of  the.se  paynienls. 

b.  Eecdi-cikeerdiii; 


1.  The  civilian  payrall  office 
retains  fhc  following: 

a.  Amounts  and  date  of  all 
wage  payments  and  advance  EIC  payments. 

b.  Date  and  amounts  of  tax 

deposits  made. 

c.  Copies  of  Form  941 

returns  filed. 

2.  The  liaison  office  will  retain 

the  following: 

a.  The  employee's  State 
withholding  allowance  certificate.  These  forms 
will  be  kept  until  supierseded  or  canceled. 

b.  Copies  of  the  employee's 

Form  W-5. 

c.  Dales  of  employment, 

04()()  STATE  INCOME  TAX  WITHHOLD¬ 
ING 

04061)1,  General.  Eacii  DoD  employee  shall 
complete  a  withholding  certificate  for  Slate  faxes 
as  a  basis  for  proper  withholding.  Tlie  certificate 
sliall  specify  the  employee's  lax  liability,  place  of 
residence,  regular  place  of  employment,  exemp¬ 
tions  and  allowances.  This  certificate  reinaiivs  in 
effect  until  the  employee  sui)mils  a  new  certifi¬ 
cate.  Slate  tux  wilhholding  is  mquired  for  any 
Dolt  employee  who  is  subject  lo  tlie  tax  and 
wliose  regular  place  of  Federal  employment  is 
within  the  political  fxiundarics  of  ili(^  State  that 
h.is  entered  into  an  ugieemeiit  with  the  Trea.sury 
Lfcpartniei'il. 

A.  Slate  Income  'l  ax  Withlioldini; 

1.  Withholding  Authority. 
Section  S.'s!?  of  5  U.S.C.  (j'efcrent'e  (b))  and  E.O, 
1 1,997  (reference  (s))  provides  for  the  withhold¬ 
ing  of  State  and  territorial  income  taxes  from  the 
compeiisalioii  of  Federal  employees  if  an  agree¬ 
ment  has  been  entered  into  between  the  Secre¬ 
tary  of  the  Tnsasury  and  the  proper  official  of 
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the  Slate  or  lorritory.  Employees  may  elect  to 
have  voluntary  withholding  for  a  Stale  that  has 
not  reached  an  agreement. 

2.  Agrci-ments  with  States. 
Agreements  exist  between  the  Secretary  of  the 
Treasury  and  many  of  the  Slates  for  withholding 
income  tax  from  the  compensation  of  Federal 
employees  whose  regular  place  of  employment 
is  within  the  Stale  (TFM,  Part  Throe,  Chapter 
5000,  Appendix  2)  (reference  (ag)).  The  civilian 
payroll  office  will  .send  copies  of  l-orms  W-2  to 
States  which  have  negotiated  agreements  with 
the  Secretury  of  the  Treasury  rvith  respect  to 
employees  who  (1)  are  subject  to  mandatory 
State  withholding,  or  (2)  may  elect  withholding 
under  a  State  Jaw  (TFM,  paragraph  3-5070. 10) 
(reference  (ag)). 

3.  Deduction  for  More  than  One 
^fote.  [f  the  employee  is  subject  to  withholding 
in  more  than  one  Stale,  use  separate  deduction 
column.s  or  code.s  to  identify  tax  remittance  for 
each  State.  The-  State  requirements  for  withhold¬ 
ing  income  tax  may  be  modified  by  reciprocal 
agreements  between  Stat  s.  The  effect  of  recip¬ 
rocal  agreements  generally  is  t(s  relieve  the 
nonre.sident  employee  of  a  tax  liability  to  the 
Stale  in  whidi  employe'll,  .iiid  to  relieve  the 
emplover  of  tlae  duty  to  withhold  such  taxes. 

4.  De'tcrmination  of  Exemptioas. 
U.se  the  number  of  exemptioas  shown  on  Form 
W-4  fur  withholding  State  taxes  unless  other 
instructioas  are  in  State  regulations  or  specified 
in  the  agreement  with  the  U.S.  Ta'asury.  In 
some  iastances  tiu:  Treasury-State  agreement  or 
State  law  permits  nonivsider.t  employees  to 
certify  thei;  joninensation  is  not  subject  to  that 
State's  in'  ome  lax.  V\then  the  agreement  or  Staie 
law  euntaias  such  a  specific  provision,  the  em¬ 
ployee's  signed  statement  is  accepted  as  justifi¬ 
cation  to  diseojitih  le  withholding  of  Slate  in¬ 
come  tax,  and  the  statement  is  filed  with  the 
employee's  Form  W-4. 

5.  Contacting  Stales  when  a 
Civilian  Payroll  Office  is  Activated  or  a  New 
Withholding  A-’ceement  is  Est.iblislied.  To 
prepare  to  williliold  Stale  income  taxes,  the 


civilian  payroll  office  will  immediately  prepare 
a  letter  to  the  State  concerned  including: 

a.  A  request  for  the  forms 
and  instructions  required  to  withhold  tax,  pro¬ 
cess  returns,  and  pay  the  tax. 

b.  A  request  for  a  State  EIN 
for  the  civilian  payroll  office. 

c.  The  approximate  date 
withholding  will  begin. 

d.  The  name,  address,  and 
telephone  number  of  the  civilian  payroll  office. 

6.  Determining  Employees 
Subject  to  Automatic  State  Withholding 

a.  Employees  are  normally 
subject  to  withholding  for  the  Stale  in  which 
their  duty  station  is  located.  The  duty  station  is 
usually  shown  on  the  SF  50.  The  duty  station 
also  goveras  withholding  for  employees  in 
continual  travel  status.  For  an  employee  whose 
duties  are  performed  at  a  place  other  than  the 
official  duty  station,  the  place  where  the  employ¬ 
ee  regularly  performs  his  or  her  duties  is  consid¬ 
ered  the  regular  place  of  employment  for  State 
tax  withholding  purjiosos. 

b.  Reciprocal  agreements 
between  States  may  affect  aufumalic  wilhhoJding 
according  to  the  duty  station. 

c.  In  all  di.spuled  case.s,  the 
civilian  payroll  office  will: 

(1)  Withhold  the  tax; 

and 

(2)  Advise  ihe  employ¬ 
ee  to  negotiate  directly  with  tlie  proper  taxing 
authority  as  to  liability. 

7.  Voluntary  Deduetion.s  of  State* 

Incoine  Tax 

a.  When  a  State  provides 
for  voluntary  allotment  withholdings,  civilian 
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payroll  offices  must  withhold  tax  for  employees 
who  have  a  legal  obligation  to  pay.  This  applies 
whether  or  not  Treasury  has  a  withholding 
agreement  with  the  State. 

(1)  Employees  must 
request  the  allotment  on  a  proper  withholding 
certificate. 

(2)  Employee  tenure 
does  not  affect  the  allotment. 

b.  Civilian  payroll  offices 
located  in  foreign  areas  are  not  expected  to 
exercise  sole  responsibility  for  determining  the 
need  for  collection  of  State  and  local  taxes  for 
assigned  employees.  Each  employee  must 
assume  that  responsibility.  Before  a  request  is 
submitted,  an  employee  must  be  advised  of  the 
following: 

(1)  Obtain  assistance 
from  the  employing  activity  legal  staff  available 
to  him  or  her;  or 

(2)  Contact  the  proper 
State  or  local  income  tax  office  as  to  the  applica¬ 
bility  of  withholding  taxes  while  on  an  overseas 
assignment.  Preferably,  this  should  be  done 
prior  to  an  employee's  departure  from  CONUS. 
Once  a  determination  is  made  that  withholding 
applies,  civilian  payroll  offices  will  honor  the 
request. 

c.  The  civilian  payroll  <)ffice 
must  comply  with  the  agreement,  regulations, 
.md  instructions  of  the  Slate  concerned. 

d.  The  civilian  payroll  office 
will  base  the  allotment  amount  on  either: 

(1)  The  amount  (in 
whole  dollars)  set  by  an  employee;  or 

(2)  The  withholding 
certificate  filed  by  an  employee  and  the  Stale 
withholding  tables  or  formulas. 


e.  The  civilian  payroll  office 
will  pay  withheld  State  income  taxes  to  each 
State  concerned  as  prescribed  for  that  State. 

8.  Wages  Subject  to  State  With¬ 
holding.  ,M1  wages  and  salaries  subject  to 
Federal  income  lax  withholding  are  subject  to 
State  withholding.  All  cost-ol'-Iivirg  allowances 
paid  to  employees  in  Hawaii  are  included  a:; 
taxable  income.  Severance  pay  per  5  U.S.C.  5595 
(reference  (b))  is  included;  however,  severance 
pay  paid  to  the  survivor  of  a  deceased  employee 
is  excluded.  Nonresident  employees,  who  under 
the  State  income  tax  law  are  required  to  allocate 
at  least  three-fourths  of  their  compensation  to  the 
State,  shall  be  subject  to  withholding  on  their 
entire  compensation.  Nonresident  employees, 
who  under  the  State  income  tax  law  an*  required 
to  allocate  less  than  three-fourths  of  their  com¬ 
pensation  to  the  State,  may  elect  to  have: 

a.  State  inconte  tax  with¬ 
held  on  fheir  entin?  compensation,  or 

b.  No  income  tax  withheld 
on  their  compensation  (51  C.F.K.  215.11)  (refer¬ 
ence  (c)). 

9.  Amount  of  State  Withholding 
and  Personal  Withholding  Allowance  Forms 

a.  The  civilian  payroll  office 
will  withhold  amounts  based  on  personal  ex¬ 
emptions  and  either: 

(1)  Tl'ie  State  withhold¬ 
ing  tax  tables;  or 

(2)  Percentage  or  for¬ 
mula  methods  in  accordance  with  the  proper 
withholding  agreement. 

b.  Generally,  the  tax  with¬ 
held,  after  subtracting  proper  exemptions  and 
allowances,  should  not  be  le.ss  than: 

(1)  The  amount  set  in 
the  Slate*  withholding  table;  or 
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(2)  The  arniiurit  deter¬ 
mined  by  the  percentage  or  formula  inetlu.d  pre¬ 
scribed. 

c.  Tiic  civilian  payroil  oi'hc!.' 
may  u.se  Die  employee's  Fonn  W-4  t'a  determine 
State  withhoiding  in  place  of  Stale  uin  ih  tf. 

(i)  The  vrithhaiaing 
agreement  authorizes  it;  and 

^2)  T he  l.iaie  ano  i’Ojei- 
al  exempiinn.s  allowed  are  the  sanie. 

d.  Employees  must  file  a 
Stale  employee  withhoiding  ex'en-,,‘;io.’'i  certificate 
if: 

(!)  Exem|')tions  ander 
Stale  law  are  not  the  .same  as  under  1  ederal  law; 
or 


a.  Employee  Pay  Records. 
The  civilian  payroll  office  shall  record  the 
amounts  withheld  each  pay  period  on  an  em¬ 
ployee’s  pay  record  vrhen  a  special  payment 
occurs,  otherwise  the  system  will  automaticaliy 
update  an  employee's  records. 

b.  Deposit  Accounts.  The 
civilian  payroll  oiTicc  shall; 

())  l.ist  the  total  of 
witliii  ■'  I  Slaie  taxes  as  "State  Taxes"  under 
Payroll  Suannary  on  DD  Eorni  592. 

(2)  LX'poslt  the  total  in 
depo.sii  fund  account  -X6275,  Withheld  State 
Income  I’axes.  (This  account  will  be  credited 
rega.dle.sH  of  the  employing  activity  of  the 
employee;  nowcvei,  taxes  dejjosited  in  tlte 
deposit  fund  account  of  the  Corps  of  Engineers 
civil  fuiiclion  will  be  creUlfed  to  96X607()). 


(2)  The  Sfute  r.'quir.f.s 
the  use  of  a  .separaie  form. 

Siufe  E>;et.~i.~t.'f.n  Certificates. 
Employee.i  are  normally  .sub|ecl  to  tnandalory 
withholding  under  Tivasury  Siate  vviilil'ioldi.ig 
ugreemenl.s;  howev-  r,  an  emplo^'ce  may  clanvi 
exemptitm  frim  vriiliholding  under  certain 
co.ndilitms.  Civilian  puymil  office.^  .liiiill; 

a,  Recjuire  the  u.se  of  S>.:ie- 
furnished  tax  exemption  cVi'iili.:Jtes,  ii'availaole. 


c.  Eiior  Corrections,  Thi' 
civilian  payroll  office  should  corred  a  clerical 
.  nor  made  in  the  p>rior  j'>ay  period  lo  the  current 
caie.iJar  year  if  the  empiloyee  i.s  still  on  the 
payroll,  it  ;he  error  resulted  in  the  underdeduc- 
tion  of  vvi'hhe.'d  taxes,  due  proce.ss  procedures 
Will  be  toilowed  to  collect  llie  overpayment.  If 
the  error  te.sulted  in  the  overdeduclion  ;>f  vvilh- 
held  ia.xe.s,  the  amount  of  llie  overdeductioii  will 
he  rTunded  to  the  employee  on  the  next  regular 
p..  vrt'll  cycle.  The  civilian  payroll  office  vvill  nol 
loaio-  any  adjusliiu  nl  if: 


b,  Clive  ihe  ue;.ign.ju'd 
official  of  the  taxing  Slaie  the  folkovi.ig  informa¬ 
tion  (on  n'C|uest)  about  eiTiployees  claiiiti.ig 
exemption. 


(1)  Nami'. 

(2)  .SSrJ. 


(1)  'I  he  engiloyee  is  no 
iti.iger  on  the  pavixtll;  or 


(2)  The  error  was  in  a 

pm  r  ..aiendar  year. 


laxes 


I’aying  Oul  Withheld 


(.V)  ITii  basis  for  ihe 

claimed  exernjstion. 

1 1 .  Accountint;  tor  V'Vithheld 


(1)  I'reciueiicy,  Civilian 
payroll  offices  will  comply  with  ihe  Stale's 
current  lax  laiv,  wheiher  pavmeni  is  retjuired 
biweekly,  monthly,  or  quarterly.  (Current  laws 
may  Uili''‘t  irom  those  tiled  in  ITeasury-State 
agret nierils  I'xiciitcd  in  (be  past).  Civilian 
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payroll  officCuS  will  not  make  payments  more 
o^ten  than  required. 


(2)  Payment  identifica¬ 
tion.  The  di.sbursing  officer  will  issue  checks  on 
the  basis  of  the  SF  1049  that  the  civilian  payroll 
office  prepares.  The  civilian  payroll  office  must 
prepare  required  tax  payment  documents. 

12.  Balancinit  State  Waite  and  Tax 
Information.  The  civilian  payroll  office  will 
balance  the  amounts  reported  on  the  Forms  W-2 
or  magnetic  tape  to  each  State  with  year-to-date 
control  totals  for  State  taxes  withheld  and  State 
taxable  wages.  These  amounts  must  bo  balanced 
before  Forms  W-2  are  distributed  to  employees 
and  forwarded  to  the  Stales. 

13.  Chanee  of  Addre.ss.  Employ¬ 
ees  must  furnish  a  change  of  addre.ss  to  the 
liaison  office  as  needed. 

14.  Collection  of  Delinquent 
Taxes.  The  civilian  payroll  office  will  not  collect 
delinquent  State  taxi’s. 

15.  Notice  to  Employees.  Agen¬ 
cies  shall  advise  their  employees  tltat  informa¬ 
tion  returns  will  he  sent  to  Slate  and  other  taxing 
authorities  of  the  employee's  Slate  of  residence 
(and,  in  some  cases,  employment)  witere  such 
authorities  have  ivquested  tlie  information; 
however,  only  information  properly  releasable 
under  the  Privacy  Act  (reference  (e))  shall  be 
released.  The  notice  should  point  out  tliat 
employees  may  have  income  tax  liability  to  tliese 
taxing  juri.sdictions. 

16.  Kecord  keeping 

a.  The  civilian  payroll 
offices  shall  keep  the  following  records  of  State 
tax  deductioiLs: 


Slate. 


(1)  EIN  assigned  by  tire 


(2)  Amounts  and  dales 
of  all  wages  subject  to  State  tax  witltholding. 
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(3)  Names,  addresses, 

and  SSNs  of  employees. 

(4)  Copies  of  returns 

filed. 


b.  The  liaison  office  shall 
keep  the  following; 


(1)  The  employee's 
Stale  withholding  allowance  certificate,  "I’liese 
forms  shall  be  kept  until  superseded  or  canceled. 

(2)  Copies  of  the  em¬ 
ployee's  Form  W-5. 

(3)  Emplovinent  dales. 

17.  Annual  Form  W-2  Kenortiiit;. 
Refer  to  subparagraph  090207. C.  for  procedures. 

IK.  Official  State  and  Terntorv 
Codes  and  Abbreviations,  The  oflicial  abbrevia- 
lioas  and  State  codes  for  all  the  Slates  of  the 
United  States  (including  D.C.)  and  U.S.  posses¬ 
sions  and  Icrritorie.';  ere  listed  in  'I'able  4-3.  No 
other  abbrc’viatioas  or  codes  will  be  used. 

040602.  Guam  or  the  Norlltern  Mariana  l.slands 
Federal  Income  'I'axes.  Refer  to  Tl'M,  I’art  Tliree, 
Chapter  4000,  Section  40K5  (reference  (ag))  for 
procedure-s. 

0406f)3.  Puerto  Rico  Taxes 

A.  The  U.S.  Court  of  Apjieals  i.ssued 
a  decision  on  October  19,  1994,  tlial  invalidated 
tlie  ITijpaitmenl  of  the  Trerasury  wllliluilding 
agreement  witli  Puerto  Rico. 

H.  The  decision  does  not  relieve 
Federal  employees  of  Iheir  tax  liability  to  I’ueiio 
Rico.  Tile  effect  of  the  Court's  decision  is  tlwt  all 
Federal  agencies  making  wage  payments  to 
Federal  employees  in  Puerto  Rico  must  wUliliold 
Federal  ineonie  taxes  on  those  payments  in  the 
same  manner  as  they  did  prior  to  the 
withholding  agreement  with  Puerto  Rieo,  even 
though  Puerto  Rico  rather  tlian  tlie  United  States 
is  entitled  to  income  tax  on  lluise  payments. 
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0407  CITY  AND  LOCAL  INCOME  AND 
EMPLOYMENT  TAX  WITHHOLDING 

040701.  Withholding  Authority.  Section  5520of 
5  U.S.C.  (rcfcivnce  (b))  and  E.0. 11,997  (reference 
(s))  authorized  withholding  of  city,  county  or 
employment  tax  from  eompen-sation  of  Federal 
employee.s  who  are  .subject  to  tax  and  whose 
regular  place  of  Federal  employmeiit  is  within 
the  city  which  entered  into  a  proper  agreement 
with  the  Si'cretary  of  the  Treasury.  Withholding 
is  also  required  if  the  employee  is  a  resident  of 
the  l(Kal  tax  authority.  Each  I3oD  employee 
shall  complete  a  withholding  certificate  for  city 
or  local  taxes  as  a  basis  for  proper  withholding. 
An  out-of-state  employee's  consent  to  have  city 
or  local  taxes  withheld  is  also  required  when 
applicable. 

A.  An  agreement  must  be  reached 
between  the  Secretary  of  the  Treasury  and  the 
applicable  city,  county  or  local  taxing  authority 
behire  withholding  is  required  (Tl  M,  Part  Three, 
Chapter  HOflO  Appendix  3)  (reference  (ag)).  The 
agreement  provides  for  mandatory  withholding 
of  income  or  employment  t.ix  fnnn  the  eompen- 
sation  of  Federal  employees  whose  ri’gular  plact! 
of  employment  is  within  the  city  or  county  or  is 
a  resident  of  tlie  city  or  county.  CK.‘nerally,  tliis  is 
ba.sed  on  where  employees  report  for  work.  In 
the  case  of  employees  who  perform  tlieir  services 
other  than  where  tliey  report,  the  regular  place 
of  employment  is  where  the  emi'Muyee  regularly 
perl'orms  his  or  her  sen/iees. 

B.  Administration  of  City  and  County 
Withholding  Agreements.  Civilian  payroll 
offices  shall  apply  policies  and  follow  procedures 
as  prc’scrilx.'d  for  Stales.  Wages  subject  to  man¬ 
datory  city  and  county  withliolding: 

1,  Basic  wages.  All  wages  and 
salaries  subject  to  Federal  income  tax  witlihold- 
ing  are  normaiiy  subject  to  city  and  county 
withholding.  Severance  pay  paid  to  an  employ¬ 
ee  is  included;  however,  severance  pay  paid  to 
the  survivor  of  a  deceased  employee  is  excluded. 

2.  Mandatory  withholding 


a.  The  civilian  payroll  office 
.shall  withhold  tax  from  wages  of  Federal  em¬ 
ployees  who  reside  in  cities  orcountics  that  have 
entered  into  withholding  agreements. 

b.  The  civilian  payroll  office 
shall  withhold  fax  from  the  wages  of  Federal 
employees  whose  regular  place  of  Federal  em¬ 
ployment  is  within  a  city  or  county  if  they  are 
subject  to  tax.  If  the  employee  resides  in  a 
different  State  than  that  in  which  the  city  or 
county  is  located,  he  or  she  is  exempt  from 
mandatory  withholding. 

c.  The  i-ederal  employee's 
regular  place  of  employment  is  usually  the 
emplt'yee's  official  duly  station  whioli  is  shown 
on  the  SI-  SO.  If  an  employee  actually  performs 
service  at  a  location  other  llun  the  official  duty 
station,  that  location  will  he  considered  the 
regular  place  of  employment. 

d.  Services  performed 
outside  a  city  or  county.  Many  local  ordinances 
tax  only  wages  iorsei-vices  performed  within  Ihe 
city  or  county;  in  most  cases,  this  applies  only  io 
nonresident  employees.  An  employee  eligible  to 
exclude  part  of  his  oi'  her  annual  income  under 
such  provisions  musl  submit  a  withholding 
certificate  that  specifies  Ihe  amount  or  percent¬ 
age.  The  civilian  payroll  office  slial)  tlien  reduce 
withholding  accordingly.  If  the  employee  docs 
not  file  u  certificate,  the  civilian  paynill  office 
shall  withhold  tax  ba.sed  on  his  or  her  total 
compensation. 

Note:  Civilian  payroll  offices  shall  not  make  an 
adjustment  in  williliolding  if  Ihe  employee 
performs  less  than  2.'5  jiercent  of  his  or  her 
services  outside  the  city  or  county. 

040702.  Voluntary  Williholding  of  City  or  Local 
Tax 

A.  Nonresident  Emnlovi’es,  An 
employee  who  does  not  reside  in  the  State  in 
which  the  city  or  county  (place  of  employment) 
is  located  is  exempt  from  mandatory  withhold¬ 
ing;  however,  if  there  is  an  agreement  between 
the  city  or  county  taxing  autnority  and  the 
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Treasury,  the  civilian  payroll  office  may  with¬ 
hold  tax  with  the  employee's  consent.  The 
employee  must  submit  a  withholding  certificate. 

E.  Allotment  for  Voluntary  ITcduc- 
tion.  An  employee  ha."-  the  option  of  making  a 
voluntary  allotment  for  the  payroll  deduction  of 
taxes  of  their  city  or  county  of  residence  if  they 
are  employed  outside  that  location.  The  fact  that 
taxes  are  withheld  for  the  city  or  county  of 
employment  does  not  affect  the  employee's 
voluntary  allotment. 

1.  An  employee  may  make  a 
voluntary  allotment  for  v^ithholding  even  though 
the  city  or  county  does  not  have  a  withholding 
agreement. 

2.  The  civilian  payroll  office 
shall  set  the  allotment  amount  on  the  city  or 
county  withholding  methtxi  or  deduct  a  whole 
dollar  amount  set  by  the  employee.  The  employ¬ 
ee  must  submit  a  proper  withholding  certificate. 

C.  Accounting  for  Voluntary  With- 
holdim;.  The  civilian  payroll  office  slrall  account 
for  voluntary  tax  deductions  as  prescribed  for 
mandatory  withholdings. 

D.  Amount  of  Withholding 

1.  The  civilian  payroll  office 
shall  withhold  tax  based  on; 

a.  The  proper  city  or  coun¬ 
ty  tax  wilhhoiding  rate  set  in  the  city  or  county 
iastructlons; 

b.  The  prescribed  percent¬ 
age  or  fonnulu  method;  ot 

c.  Computation  of  a  set 
amount  to  be  deducted  from  the  employee's  pay 
each  pay  period. 

2.  The  civilian  paynil)  office 
shall  deduct  an  amount,  at  a  minimum,  nearly 
equal  to  the  tax  required  by  the  city  or  county. 

040703.  Withholding  Certifieati‘s 


A.  Employees  must  submit  a  with¬ 
holding  certificate;  they  must  provide  the  liaison 
office  with  all  the  information  needed  to  proper¬ 
ly  deduct  city  or  county  income  taxes.  If  an 
employee  does  not  furnish  a  certificate,  the 
civilian  payroll  office  shall  withhold  tax  at  the 
highest  level  that  applies  to  that  employee's 
annual  wages;  however,  the  civilian  payroll 
office  shall  not  withhold  any  tax  fn>m  wages  of 
an  out-of-state  employee  until  they  submit  a 
form  coasenting  to  wilhhoiding. 

B.  Employing  activities  may  use  a 
wilhhoiding  or  exemption  certificale  fumished 
by  a  city  or  county  if  it  provides  all  required 
information.  If  it  does  not,  employing  activities 
may  u.se  TFS  Form  7311,  "Employee's  Withhold¬ 
ing  Certificale  for  l.ocai  Tuxes." 

C.  Liai.son  offices  may  furnish  copies 
of  the  employees'  withholding  forms  U)  the  city 
or  county  on  retiuesl;  however,  only  information 
properly  reh'asable  under  the  Privacy  Act  (refer¬ 
ence  (e))  shall  be  reltascd. 

0407(14.  Accounting  for  City  and  County  Man¬ 
datory  and  Voluntary  Wilhlioldinits 

A.  The  civilian  payroll  office  shall 
record  amounts  withheld  eacii  pay  period  in  the 
employee's  pay  records  when  a  special  payment 
occurs;  otherwise,  the  system  will  automatically 
update  an  employee's  record. 

B.  Deposits.  The  civilian  payroll 
r>ffice  shall  make  a  one-line  entry  nii  the  DD 
Form  592  as  follows; 

1.  Enter  "Withheld  City  (or 
County  )  Incomi;  lax"  below  Stale  or  territorial 
tax  and  the  total  amount  withheld  each  pay 
period . 

2.  Credit  tlie  withheld  tax  to 
deposit  fund  account  — X6275  for  city  and  county 
tax. 

C.  Cora'Cting  Error;.  Civilian  paynill 
offices  shall  apply  the  same  instructions  applica- 
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blc  to  the  withholding  of  State  taxes,  Refer  to 
subparagraph  040601. A. ll.e.  for  procedures. 

D.  Paying  Out  Withheld  Taxes. 
Civilian  payroll  offices  shall  apply  instructions 
for  State  tax. 

E.  Annual  Form  W-2  Reporting. 
Refer  to  subparagraph  (W0207.C,  for  imiccdurcs. 

040705.  Record  keenimt 

A.  Civilian  payroll  offices  shall  keep 
all  records  of  city  or  county  income  tax  deduc- 
tioivs.  Records  should  include  the: 

1.  EIN  a.ssigned  by  the  city  or 

county; 

2.  Amounts  and  dates  ol  all 
wages  subject  to  city  or  county  tax  withholding; 

3.  Namc.s,  addresses,  and  SSN  of 

employees; 

4.  Dates  and  amounts  of  city  or 
county  tax  paid;  and 

.5.  Copies  of  all  ivturns  filed. 

13.  The  employing  activity  sliall  file 
withholding  authori/ation  eertificates  for  city  tax 
deductioiis  in  a  file  for  each  employee  until 
superseded  or  canceled. 

0408  FEDHKAI.  FMPl.OYId'S  HHAi.TII 
BENEFITS  (FEl  113) 

()4(W(II.  General 

A.  Statutory  Aulhoritv,  Tire  F’EHIS 
Program,  aulhirri/.ed  by  P.1,.  86  382  (reference 
(e))  and  5  U.B.C.  Chapter  8d  (a-ference  (b))  as 
amended,  provides  for  healtli  insurance  to 
protect  civilian  employees  against  the  cost  of 
hospital  and  doctor  care  in  case  of  sickne.ss  or 
accident.  The  cost  of  the  insurance  is  sliaa’d  by 
the  employee  and  the  employer.  OI’M  specifies 
the  amount  which  the  employer  contributes 
towards  the  cost  of  eacli  type  of  enrollment,  rtie 


employee  pays  the  remainder  of  the  cost  through 
withholdings  from  their  salary.  The  employee's 
participation  in  the  program  is  voluntary. 

B.  Enrollment,  Chance  of  Enrollment, 
and  Cancellation.  The  SF  2809  is  completed  by 
the  employee  to  enroll,  not  to  enaill,  change 
enrollment,  or  cancel  enrollment  of  FEl  tB  cover¬ 
age.  An  employee  may  elect  to  cancel  FEH13 
coverage  at  any  time.  The  civilian  personnel 
office  reviews  SFs  2809  and,  if  they  are  properly 
completed,  forwards  two  copies  to  the  civilian 
payroll  office  for  processing.  Tlui  SF  2810, 
"Notice  of  Change  in  Heallh  Benefits  Enroll¬ 
ment,"  is  u.sed  for  employees  whose  eivilian 
pjynill  office  changes,  and  by  the  em]iloying 
office  to  terminate  enrollmi'iit,  reinstate  enroll- 
inenl,  or  change  tlie  name  of  tlie  enrollei:. 

C.  F.l'fective  Dales.  Unless  otherwise 
noted,  iinrollmenls  and  changes  to  enrollments 
lu‘come  effective  the  first  day  of  the  pay  period 
that  iK’gias  after  receipt  of  an  Si'  2809  in  a  civil¬ 
ian  personnel  office.  An  emi'loyee  must  be  in  a 
pay  status  at  least  part  of  the  pay  pi'riod  preci'd- 
ing  the  effective  dale  of  ennillinent  or  cliange,  If 
an  employee  was  not  in  a  pay  status  during  this 
preceding  pay  periotl,  an  enrollment  becomes 
effective  on  the  first  day  of  tlie  pay  |  eriod  after 
llie  reluni  to  pay  status.  Effective  d.ites  ol  "open 
season"  eiirollmenis  aiid  elianges  in  I'lirollrnent 
are  set  by  Ol’M.  Report  any  disci-epaneies  in 
establishing  effective  dates  to  the  civilian  person- 
iiel  office. 

D.  Conlacl  with  Carriers.  The  civilian 
payroll  office  is  th :  point  of  conlacl  witli  tlie 
insurance  carriers  concerning  names  and  num¬ 
bers  of  enrollees  under  a  carrier's  lieallli  benelits 
plan.  Tile  carrier's  co)iii's  of  Si's  2809  and  Si’s 
2810  should  be  .sent  to  llie  appropriale  eari'ier 
(with  an  SF  2811)  on  a  daily  or  weekly  basis, 
depending  nn  the  volume  in  liie  civilian  payroll 
office.  Under  no  circumstances  sliould  Sis  2809 
and  Si’s  2810  be  accumulated  for  longer  tlian  I 
week,  nor  should  lliey  be  delayed  lo  coincide 
with  applicable  payroll  deductions.  Before  llic‘ 
carrier's  copies  of  Si's  2809  or  Si's  2810  are 
traasmilled,  the  civilian  payroll  office  sliould 
verify  that  the  payroll  aelioii  required  by  tlie 


110 


•  •  • 


DtiD  Financial  Management  Regulation 


Volume  8,  Chapter  04 


form  can  be  taken,  c.g.,  thal  the  employee  was  in 
a  pay  status  sometime  during  the  pay  period 
preceding  the  effective  date,  if  the  pay  status 
requirement  is  applicable  to  the  action  being 
taken. 

E,  Liaison.  Civilian  payroll  offices 
must  maintain  appropriate  liaison  with  the 
civilian  personnel  offices  or  liaison  offices  to 
ensure  prompt  action  in  pnicessing  and  solving 
any  problems.  Answers  to  carriers  about  person¬ 
nel  actions  must  be  verified  with  the  civilian 
personnel  office  or  the  liaison  office  before  a 
reply  is  made  to  tin’  carrier. 

040802.  Deductions  and  Contributions 

A.  Enrollment  Codes,  A  Ihri'e-digit 
enrollment  code  is  designated  by  OEM  to  identi¬ 
fy  health  benefit  plans.  The  first  two  digits 
identify  the  plan  and  the  third  digit  identifies  the 
options,  such  as  high  or  standard  option  and  self 
only  ot  self  and  family  option. 

13.  Einnlovee  LX'duclions 

1.  Wilhholdiivas,  IX'ductions'  for 
full-time  employees  ate  made  eacli  pay  period 
except  as  di.scussed  in  subparagraiths  0408' 12.13.3. 
and  040802.13.4.  The  amount  to  Ih‘  withheld  is 
determined  by  the  rale  applicable  to  the  plan, 
option,  and  coverage  selected.  The  benefit.s, 
biweekly  deduction,  and  otlicr  maiur  features  of 
each  participating  jilan  are  described  in  ilie 
brochure  for  thal  plan.  Refer  to  the  Federal 
Employees  Flealth  lienefits  1  landhook  for  I’er- 
sonnel  and  I’ayroll  Offices  (referenc*'  (h))  for  a 
description  of  the  tyjies  of  plans  offered,  I  tu' 
formula  pixivided  in  the  Federal  Employees 
Ilealih  l3i'nefiLs  Handbook  for  Personnel  and 
Payix)ll  Offices  (reference  (h))  is  used  to  compute 
empk'yee  and  employer  biweekly  deductions 
and  CO  tribulions  for  employees,  such  as  teacii 
ers,  who  are  paid  an  annual  pay  in  li!ss  than  26 
pay  periods.  I'Jeductions  are  started  only  ai  the 
l>eginning  of  a  pay  period,  Effective  ilalsss  of 
termination  of  enrollineni  or  coverage  are  out¬ 
lined  in  the  Federal  Employees  Flealth  Benefits 
Handbook  for  Personni'l  and  Payroll  Offices, 
Sulrchapter  84  (reference  (h)). 


2.  Partial  Premiums.  Partial 
premiums  are  not  authorized  except  for  employ¬ 
ees  who  transfer  to  another  Government  agency, 
employees  who  retire  and  are  eligible  to  contin¬ 
ue  FEFIB  or  die  and  there  apparently  is  a  survi¬ 
vor  eligible  to  continue  the  enrollment,  or  cm- 
pUryccs  whose  enrollment  is  temtinated  or 
reinstated  because  of  entry  into,  or  return  from, 
military  .service.  Refer  to  subparagraph 
040802.13.8.  for  the  proratiori  of  deductions. 
Otherwise,  the  full  withholding  niust  lx.'  made 
for  each  pay  period  even  if  an  employee  is  in  a 
pay  status  for  only  a  part  of  the  period. 

3.  lasufficient  Salary  for  Wilh- 
holdini;.  If  an  employee's  salary  is  not  enough 
to  cover  the  full  withholding,  nothing  is  with¬ 
held.  The  requirements  arc  the  same  as  during 
a  nonpay  status.  If  no  FEHB  premium  is  with¬ 
held  from  the  employee,  the  Government  contri¬ 
bution  is  forwarded  to  0PM  immediately.  If  the 
Government  contribution  has  been  forwarded  to 
OPM  on  the  SF  2812  and  an  adjustmenl  is  re¬ 
quired  in  a  subsequent  pay  period  because  of 
late  receipt  of  the  FEHB  cancellation,  appropriate 
changes  must  be  made  to  the  DD  Form  592  and 
the  SF  2812. 

4.  Withholding  While  in  Non- 

pay  Status 

a.  If  an  employee  is  in  a 
nonpay  stains  for  the  entire  pay  period.  She 
ein|iloyee's  |>orlUm  of  the  F'EllB  premium  must 
still  he  paid  in  order  to  maintain  coverage. 
Payment  can  be  made  by  check,  money  order,  or 
payroll  deduction  iVom  Subsequent  earning.s. 
Any  I'El  113  premiums  collected  during  a  period 
of  leave  without  pay  (LWOP)  pending  disability 
retirement  or  OWCP  should  be  mfunded  if  the 
disability  retirement  or  OWCP  is  approved.  Tlie 
aiuounis  due  will  lx  collecled  from  the  disability 
retirement  or  OWCP. 

b.  Tin'  payix)ll  syshnn  must 
pixiduce  a  listing  of  enrolled  enijiloyees  with  no 
deductions  tor  FEHB.  One  copy  of  the  listing 
should  he  retained  and  one  copy  should  lx  sent 
to  the  civilian  personnel  office,  The  civilian 
pcisoiiiu’i  office  prepares  the  notices  to  each 
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employee  in  accordance  with  instructions  in  the 
Federal  Employees  Health  Benefits  Handbook  for 
Personnel  and  Payroll  Offices,  paragraph  S20-2b 
and  in  Exhibit  20  (reference  (h)).  If  an  employee 
does  not  respond,  it  is  presumed  that  coverage 
is  to  be  continued.  The  employee  should  be 
advised  of  any  withholding  from  pay,  if  possible, 
befo'  e  the  withholding  occurs,  and  the  employee 
should  be  given  an  opportunity  to  set  a  reason¬ 
able  installment  rale  to  liquidate  the  indebted¬ 
ness.  Any  amount  due  accumulated  over  4  pay 
periods  or  less  immediately  preceding  the  cur¬ 
rent  pay  period,  can  be  collected  without  an 
employee's  coiLsent.  The  civilian  payroll  office 
should  note  payments  received  or  payroll  deduc  • 
tioas  withheld.  Payments  should  lx.-  a-corded  in 
the  0PM  deposit  fund  for  PEHB  premiums.  If 
the  employee  se|iarate.s,  the  amount  an  employee 
owes  should  l>e  offset  against  any  entitlements 
due.  If  pay  is  not  sufficient  to  cover  the  debt, 
OPM  Form  1.'522,  "Request  for  Offset  for  Past 
Due  Health  Benefits  Premiums  from  Monies 
Payable  under  ilie  Civil  Service  Retirement 
System,"  should  Ik;  used  to  off.set  agaiast 
CSKS/F'ERS.  There  is  no  minimum  amount 
subject  to  offset.  Payments  will  be  withheld 
when  the  annuity  begins.  If  any  payments  have 
been  made  by  the  employee,  they  should  be 
a'funded. 

c.  The  date  of  last  with¬ 
holding  and  amount  due  shcmld  be  shown  in  the 
Remarks  section  of  the  SI’  ll.'iO  when  an  employ¬ 
ee  traasfeis  and  owe.s  for  HEllB  premiums. 
Amounts  due  fmin  employees  transferring  to  nr 
from  anotlier  civilian  paya)ll  office  can  lx‘  col¬ 
lected  and  reported  to  OPM  by  the  gaining 
civilian  payroll  office. 

d.  An  employee  who  is 
retroactively  ivslored  to  duty  after  an  erroneous 
suspension  or  removal  may  have  his  or  Ik.t 
enrollment  ainstated  ivtwactively,  or  may  enroll 
in  the  pian.  and  option  of  tlie  employee's  choice, 
the  same  as  a  new'  employee.  If  the  employee 
el(!cts  to  have  tiie  enrollment  a’instated  retroac¬ 
tively,  payroll  deduc'ions  for  tlie  period  of 
suspeasion  or  removal  must  Ix’  made  from  the 
atroactive  pay  adjustment,  Clovernment  co/itri- 


butions  are  also  required  as  though  the  suspen- 
.sion  or  amoval  had  not  occurad. 

e.  An  employee  may  elect, 
within  60  days,  to  continue  health  insurance 
benefit  coverage  for  the  entia  period  while  in  an 
autliori/.ed  LWOP  status  to  serve  as  a  full  lime 
officer  or  employee  of  a  labor  organization.  If 
this  election  is  made,  the  employee  pays  his  or 
her  share  of  the  premiums,  through  the  civilian 
payroll  office,  with  the  employing  activity  mak¬ 
ing  the  Covemmon!  contributioas  (Federal 
Employees  Health  Benefits  Handlxxik  for  Per¬ 
sonnel  arid  I’ayroll  Office.s,  Suhcliapler  SB) 
(nderence  (h)). 

f.  An  employee  granted 
LWOP  while  temporarily  assigned  to  a  State  or 
local  government  or  to  an  institution  of  higher 
education  may  continue  the  coverage  lor  the 
duration  of  the  assignment.  The  employee  must 
pay  his  or  her  sliare  of  tlie  premium.s,  thmugh 
the  civilian  payroll  office,  witli  the  employing 
activity  making  the  Government  contributioas, 

g.  An  employee  transferred 
to  an  international  organization  with  the  consent 
of  ins  or  her  agency  may  continue  health  benefit 
coverage  for  the  duration  of  the  traasfer.  The 
employee  pays  ills  or  her  share  of  the  premiums, 
through  tlie  civilian  payroll  office,  with  the 
employing  ailivity  making  the  Government 
coniribulion.s, 

.S.  Willilmidinv  Finm  Lump-Sum 
l,eave  (LSI.)  I'aymenl.  No  health  lx: nefits  deduc¬ 
tions  are  made  Irom  the  LSI.  payment.  This  does 
not  apply  to  c<)llc?ctions  for  indebtedness. 

().  Cancellalioii  of  Ci)verai;e.  An 
employee':;  cancellation  of  enrollment  is  effected 
by  forwarding  an  SF  2MIW  to  tlie  civilian  person¬ 
nel  office.  The  effective  date  of  eancellation  of 
•■nroliment  is  the  last  day  of  the  nay  pi'riod  in 
whicli  the  cancellation  is  received  by  the  civilian 
personnel  office.  See  S  C.F.K.  Byi).,'^()4(d)  (refer¬ 
ence  (I)). 

7.  IX'duelions  Withheld  Upon 
Transfer.  An  employee's  enrollment  and  cover- 
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age  continues  without  change  when  the  employ¬ 
ee  transfers  from  one  civilian  payroll  office  to 
another  without  a  break  in  service  of  more  than 
3  days.  Prorate  withholdings  and  contributions 
in  accordance  with  subparagraph  040802.B.8. 

8.  Four-Day  Rule.  The  follow¬ 
ing  illustrates  the  four-day  rule  for  proration  of 
deductioas.  Shown  on  the  left  is  the  number  of 
calendar  days  between  the  transfer  date  and  the 
preceding  or  next  pay  period.  Shown  on  the 
right  is  the  withholding  rate  to  lie  used  by  the 
losing  and  gaining  civilian  paynill  office, 

0  -  3  none 
4-10  weekly 

11-14  biweekly 

9.  Ma.ss  Transfers.  When  a 

group  of  2!5  or  more  employees  enrolled  in  the 
same  plan  am  to  be  traaslerred  on  the  .same  day 

from  one  civilian  payvxill  office  to  another, 

separate  traasfer-out  and  transfer-in  forms  need 
not  be  prepared.  A  list  may  be  prepared  and 
attached  to  one  SF  2810  documenting  the  ma.ss 
ttansfer-out,  Copies  of  tlio  same  list  attached  to 
the  SF  2810  should  be  used  by  the  gaining 
civilian  payroll  office  to  process  the  mass  trans¬ 
fer-!  n. 

10.  Withholding  Upon  Ketinuiumt 
or  Death.  If  an  employee  retires  and  is  eligible 
to  continue  enmllment  as  an  annuitant,  or  dies 
and  there  is  a  survivor  eligible  to  continue 
enrollment,  as  determined  by  llie  civilian  peison- 
nel  office,  the  losing  civilian  payroll  otfice  makes 
withholdings  and  contributions,  subject  to  the 
four-clay  rule,  as  for  any  other  transfer  between 
civilian  payioll  offices.  If  there  Ls  no  eligibk* 
survivor  or  the  annuitant  is  not  eligible  to  con¬ 
tinue  enrollment,  a  full  deduction  is  wifhlield. 
Vyithholdings  are  made  by  Ol’M  iK-ginning  with 
the  effective  date  of  the  annuity. 

1 1 .  Wilhholdinu  Upon  Termina¬ 
tion  for  Military  Service  or  Keinslali'nient,  If  an 
employee's  imrollment  is  terminated  or  reinstat¬ 
ed  because  of  entry  into,  or  return  from,  military 
service,  prorate  withholdings  and  contributions 
under  the  four-day  rule  as  applied  to  transfers. 


The  effective  date  of  the  action  to  be  used  as  a 
basis  in  prorating  is  the  date  of  entrance  into,  or 
return  to  duty  from,  the  military  service. 

12.  Retroactive  Changes  in  Enroll¬ 
ment.  If  an  employee  retroactively  changes  from 
family  to  self  only,  adjustments  should  be  pio- 
ces.sed  in  accordance  with  paragraph  040807. 

C.  rimplover  Contributions 

1.  The  Government's  contribu¬ 
tion  must  be  paid  every  pay  period  during 
whicii  an  employee's  enrollment  continues, 
whether  the  employee  is  in  a  pay  or  nonpay 
.status.  1  he  Government's  contribution  should  be 
.submitted  as  .soon  as  it  becomes  due,  that  i.s, 
with  tiu'  other  deductions  and  contributions 
forwarded  on  the  SF  2812,  f<ir  the  same  pay 
period  in  which  the  coverage  continued  (Federal 
Employees  Health  Benefits  Handbook  for  I’er- 
sonnel  and  Payroll  Offices,  Subdiapter  S20) 
(reference  (h)). 

2.  See  Ol’M's  Schedule  of  Sub¬ 
scription  Charges  for  conliibution  rates  tor 
full-time  employees.  Chapj'c>  the  total  to  the 
same  appropriation  from  which  the  salaries  of 
the  employees  are  paid. 

D,  Withholdiiuts  and  Contributions 
for  I’ait-I'iine  Einnlovees.  I’.L.  y.‘i-437  (Federal 
Employees  Part-Time  C.uei?r  Employment  Act  of 
1978)  (refi.M'ence  (e))  provides  that  part-time 
employees  subject  to  the  act  may  eh^ct  coverage 
under  FlillB.  However,  the  law  requires  that 
certain  part-time  employees  will  pay  not  only  the 
regular  deduction  for  health  benefit  coverage  but 
also  a  |iortion  of  the  Govei  iinient's  contribution. 
The  civilian  personnel  office  di  termines  if  the 
employee  is  exempt  from  the  provisions  of  llii.s 
law  legarding  proration  of  the  Government's 
contribution.  If  llie  employee  is  not  exempt,  the 
ainouni  of  the  Government's  contribution  is 
ba.sed  on  the  proralion  of  the  number  of  hours 
the  part-time  employee  is  scheduled  to  work,  us 
indicated  on  the  .SF  .SO,  cmnpun>d  to  the  number 
of  houm  worked  by  full- time  employees.  See  5 
U.S.C.  8906(b)(3)  (reference  (b)).  1  he  following 
example  is  provided: 
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1.  A  part-time  employee  is 
scheduled  to  work  50  hours  per  pay  period. 

2.  Hours  worked  by  a  full-time 
employee  arc  80  hours  per  pay  period. 

3.  The  total  health  benefit  pmmi- 
um  per  pay  period  is  S51.55  of  which  $24.03  is 
the  employee's  share  and  $2 ’.52  is  the  Govern¬ 
ment's  share. 

4.  Divide  the  hours  a  fiar.-time 
employee  is  .scheduled  to  work  (50)  by  the  hours 
a  full-time  employee  is  scheduled  to  work  (80)  to 
determine  a  factor  (.6250). 

5.  Multiply  the  Government's 
contribution  ($27.52)  by  the  factor  (.6250)  to 
determine  the  Govemment'.s  contribution  for  the 
part-time  employee  ($17.20), 

6.  Subtract  the  Government's 
contribution  for  the  part-time  employee  ($17.20) 
from  the  total  health  benefit  cost  ($51.5.5).  The 
difference  is  the  pay  period  deduction  for  the 
part-time  employee. 

E.  Temnorarv  hmolovees.  P.L. 
UK)-654  (Federal  Employee.s  Health  fienefits 
Amendments  Act  of  1088)  (refeience  (e))  pro¬ 
vides  ITillLl  coverage  for  certain  temporary 
employee.s.  Generally,  fora  temporary  employee 
to  be  eligible  for  coverage,  tint  employee  must 
have  completed  1  year  of  current  ctintinuous 
enijiloyment,  excluding  any  brettk  in  service  of  5 
days  or  less.  Civilian  peisoniiel  offices  deter¬ 
mine  the  eligibility  of  temporary  employees  for 
I'F.l  in  coverage.  Onie  enrolled,  the  law  requiif.s 
tltat  temporary  employee.s  with  ITTIB  coverage 
pay  both  the  employee  and  Governntenl  sliam  of 
tile  health  benefits  premium.  Civilian  personnel 
offices  must  include  the  following  statement  in 
tile  Remarks  section  on  tlie  SF'  28l)‘f:  "Temporary 
emp'loyee  eligible  under  5  U..S.C.  89063  mu.st  pay 
tile  full  premium  amount  with  no  Govitrnmeni 
contribulion."  Civilian  payroll  offices  will  report 
the  total  premium  withheld  fium  the  pay  of  Ihe 
enrollee  to  Gl’M  via  Ihe  SF  2812.  Since  tlie  full 
|jremium  is  deducted  from  Ihi’  pay  of  the 
enitillee,  it  will  lx-  reported  in  the  “withholdings’ 


field  on  the  "Health  Benefits"  line  of  the  SF  2812. 
This  amount  will  also  be  included  in  the 
amounts  classified  by  enrollment  code  on  the  SF 
7,812  (5  U.S.C.  8‘)06a)  (reference  (b)). 

F.  Temporary  Ctmlinuation  of  FEHB 

Coverage 

1.  P.  L,  11)0-6,54  (reference  (e)) 
also  patvides  temporary  continuation  of  FEHB 
coverage  to  eligible  individuals.  ']  hese  individu¬ 
als  aa-  forinor  employees,  former  spouses,  and 
children  of  current  or  former  employees  or  of 
annuil.'!its.  The  civilian  personnel  office  deter¬ 
mines  the  eligibility  of  the.se  individuals  for  such 
continued  coverage.  The  Direct  Premium  Remit¬ 
tance  System  <iperated  by  tlie  National  Finance 
Center  (NFC)  in  New  Orleans,  L,^,  provides 
insurance  services  for  enrolU’cs  participating  in 
the  FEHB  under  P.L.  11)0-654  (n.'ference  (e))  and 
P.L.  98-615  (reference  (e)).  II  is  a  centrali/ed 
billing,  collection,  and  leporling  sy.stem  operated 
by  Nl'C.  Parlicipalion  in  NFC's  system  elimi- 
nales  the  necessity  for  civilian  j»ayroll  offices  to 
proce.s.s  transactions  related  to  FFMB  premiums 
for  these  enrollees  NFC  also  provides  itport 
data  Id  OPM  related  to  Ihe  SF  2812,  SF  2812-A, 
and  OPM  I'orm  1523,  “Siq'plementai  Semiannual 
1  le.idcounl  Report."  See  .5  U.S.C.  89l)5a  (refer- 
enc  (b)). 

2.  Section  44,)(S  of  l’,L.  102-484 
(reference  (e))  and  5  U.S.C.  890.5j(d)  (reference 
(b))  allow  eligible  IloO  employees  separated  by 
RIF  to  Continue  llieir  iieiilU'i  I'lenefils  coveraj'.e  at 
the  ra6‘s  paid  by  enrn  iii  ITileral  employees, 
1  )ol )  pays  till  ( iovi-rnnu'nt  sli.ire  ar.d  tile  2 
peiveni  ariministralive  ciiai'ge.  Tins  provision 
applies  to  .separalion.-'  on  or  after  October  23, 
1992,  llirougb  Seplemiier  30,  1997,  or  through 
January  31,  1998,  if  .specific  Kil' seiMratioii  notice 
was  given  by  Sep.enil'et  .'lO,  iOey, 

t)4080,3.  I’ayroll  I’ldeessine 

A,  Regislralion  .o  ihiroil 

1.  Upon  ri'ceipt  of  tlie  SI'  2809 
si;',nifying  enrollineiii: 
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a.  Verify  that  the  effective 
date  of  enrollment  meets  the  requirement  that 
the  employee  was  in  a  pay  status  before  the 
beginning  of  the  current  pay  period.  Also  make 
sure  that  the  effective  date  of  enrollment  or 
change  of  enrollment  is  the  first  day  of  a  pay 
period  and  cancellation  of  an  enrollment  is  the 
last  day  of  the  pay  period.  If  there  is  any  vari¬ 
ance  fmm  the  above,  return  both  copies  of  the  SF 
2809  to  the  civilian  peisrrnnel  office  or  the  liaison 
office  with  appropriate  notation. 

b.  Enter  the  civilian  Payroll 
Office  Numter  under  part  F,  item  4,  of  the  form. 

2.  Distribute  the  SF  2H09  as 

follows: 

a.  Simd  the  copy  of  the  SF 
2809  to  each  carrier  concerned.  If  it  is  known 
that  the  employee  will  not  be  in  a  pay  status 
during  the  pay  period  befom  the  noimal  effec¬ 
tive  dale,  keep  the  SF  2809  until  the  employee 
R'tums  to  a  pay  status  and  the  effective  date  of 

(  ennillment  can  b<'  determined. 

b.  Separations  lx:fotv  enn/11- 
ment  becomes  effective.  If  an  employee  who  has 
filed  an  SF  2809  mtires,  dies,  or  is  otherwise 
separated,  except  by  transfer,  before  the  effective 
date  of  enrollment,  his  or  hi’r  registration  is  void. 
Under  such  circumstances,  note  in  tire  Remarks 
section  of  the  SF  2809,  "Employee  separutod 
(dale),  (mason)."  If  tlie  cariier's  copy  was  al¬ 
ready  traasmitted,  print  "VOID"  across  lire  face 
ot  llie  original  SF  2809  and  mail  it  to  lire  carrier. 
When  the  SF  2809  was  not  .sent  to  tiie  carrier,  or 
the  rc'gistralion  was  not  to  enroll,  destroy  ail 
copies  of  the  SF  2809.  in  all  instances,  note  the 
action  on  the  pay  record. 

c.  Cliange  in  enrollment. 
Changes  in  enrollment  may  Ire  pi-ocessed  on 
either  an  SF  ZhW  or  an  SF  2810.  Ihocess  the  SI-' 
2809  as  in  040803. A. 2.a.  and  b.  Upon  receipt  of 
an  SI’  2810,  make  ll>"  necessary  adjustments  in 
the  payroll  system  and  complete  the  SF  2811, 
"Transmittal  and  Summary  Report  to  Carrier," 
report  number,  and  the  payroll  action  boxes  in 
the  U)wer  right-hand  corner  of  tire  form.  Distri¬ 


bution  instructioas  are  printed  on  the  back  of  the 
payi-oll  copy  of  the  SF  2810. 

B.  To  terminate  enrollment,  send  a 
copy  of  the  SF  2809  to  the  carrier  concerned. 

040804.  File.  The  SFs  2811,  along  with  the 
supporting  SFs  2809/2810,  are  filed  in  a  single 
file.  Destroy  the  copy  of  the  SF  2811  originally 
retained  and  file  the  copy  returned  by  each 
carrier.  Caniers  use  the  Remarks  section  of  the 
relumed  copy  of  the  SF  2811  to  report  any 
discrepuncic's.  Clear  all  such  discrepancies 
before  filing  the  SF  2811.  If  an  enrolled  employ¬ 
ee  cancels  coverage,  file  the  SF  2809  in  the 
employee's  file.  If  an  employee  transfers  or  is 
separated,  file  the  SF  2809  (and  SF  2810,  if  appli¬ 
cable)  in  a  separate  file.  For  disposition,  file  the 
SF  2809  (and  SF  2810)  for  retired  and  deceased 
employees  in  a  separate  file  and  destroy  6 
montlLS  after  the  dale  of  separation. 

040805.  Entries  on  the  Fuvroll  Voucher.  Em¬ 
ployee  deductions  and  employer  contributioas 
sliall  be  a-ported  separately  on  the  DD  Fomn  592, 
Part  1,  raymll  Summary.  Civilian  paya)ll  offices 
reporting  to  OEM  via  hard-copy  SF  2812  shall 
cite  the  OEM  deposit  fund  account  24X8135.8  lor 
the  deductions  and  contributions  on  Part  I. 
Civilian  payroll  offices  mporting  to  OEM  via 
RITS  shall  report  deductioas  and  contributioas 
on  Earl  1,  but  shall  not  cite  the  OI’M  deposit 
fund  account.  Employer  contributioas  shall  be 
cliarged  to  the  uppn)prialion(s)  from  which  the 
employee's  salary  is  paid  and  sliall  Ik>  reported 
on  I’art  II,  Accounting  Classification. 

0408116.  Pay  Period  Traasmi.ssion  of  LX-d uctiuas 
and  CTinlribulions  to  0PM.  The  deductions  and 
CO  III  I'i  but  ions  for  health  benefits  are  reported  to 
Ol’M  each  pay  period  using  the  procedures 
de.scribeU  in  paragraph  090203. 

040807.  Adjustment  of  Errors 

A.  Uiiderd eduction.  An  overpayment 
as  a  n-sult  of  the  underdeduction  of  EEUB 
piviniuins  is  exempt  from  due  process  for  uji  to 
4  pay  periods  immediately  pieceding  the  cura-nt 
pay  period  (5  C.F.R.  550.1104(c))  (mference  (1)). 
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FEHB  premium  underdeJuclioas  of  more  than  4 
pay  perkxis,  for  any  amount,  arc  subject  to  due 
process.  Sec  paragr->ph  080303.  for  procedures. 

B.  Overdeduction.  Jf  more  than  the 
correct  FEHB  pre.mium  is  deducted,  refund  the 
overdeduction  to  the  employee  and  adjust  the 
employer  contribution  during  tlie  next  pay 
period 

()4(>808.  Panamanian  Program 

A.  Non  U.S.  citizens  employed  in 
Panama  by  the  U.S.  Government  may  elect  to  be 
covered  under  this  program.  Biweekly,  withhold 
one  percent  from  the  empdoyee's  salary;  the 
Panama  Canal  Comini.ssion's  contribution  is  an 
amount  equai  to  the  maximum  hi  weekiy  Govern¬ 
ment  contribution  for  the  Federal  Employee's 
Health  Benefits  Acl  (leference  (e)). 

B,  Withholdings  and  contributioas 
aa-  collected  into  a  deposit  fund  and  disbursed 
fron\  this  fund  to  the  payee  on  tlie  agreed  dates. 

1)40809.  Disability  Insurance  for  Uniformed 
St'rvices  University  of  tiu'  Health  Sciences 
fUSUl  IS) 

A.  I'ull-time  faculty  and  staff  mem¬ 
bers  of  tlie  USUI  IS,  School  of  Medicine,  not 
eligible  for  coverage  uiider  the  CSKS/FEKS 
program,  are  covered  under  a  Di.sability  Insur¬ 
ance  Program.  The  cost  of  tiie  coverage  is 
shared  equally  by  tlie  employer  and  employee. 
Monthly  pn'mium  rates  are  based  on  tlie  average 
of  salary  and  age  for  the  entire  group  covered. 

B.  Deductions  are  made  from  the 
einployee's  pay  and  collected  into  a  d'.posit 
fund.  Disbursements  from  the  deposit  fund  are 
made  monthly  to  Teachers  Insurance  and  Annu¬ 
ity  Associalion/College  Retirement  Equities 
Bund,  730  Third  Avenue,  New  York,  NY  10017. 

0409  FEDERAL  EMPLOYEES  GROUP  LIFE 
INSURANCE  (FEGl.n 

040901.  General 


A.  The  Federal  Employees  Group  Life 
lasurance  (FEGLl)  Act  of  1954  (reference  (c))  (5 
U.S.C.  Chapter  87)  (reference  (b)),  as  amended, 
provides  life  insurance  coverage  for  Federal 
employees  and  their  families.  Under  this  pro¬ 
gram  an  employee  may  elect  basic  insurance  in 
which  the  Government  sliares  the  cost. 

B.  Three  types  of  optional  insurance 
for  which  the  employee  pays  tlie  entire  cost  are 
also  available.  Refer  to  paragrapli  040904.  for  a 
description  of  each  type  of  optional  insurance. 
Tlie  Federal  Employees  Group  Life  Insurance 
Handbook  for  Personnel  and  Payroll  Offices 
(reference  (x))  provides  details  on  life  insurance 
coverage  for  IVderal  employees. 

040902.  Basie  Insurance 

A.  An  employee  can  have  basic  life 
insurance  and  accidental  death  and  dismember¬ 
ment  insurance  each  in  llie  following  amounls: 

1.  If  annual  pay  i.s  $8,000  or  les.-i, 
the  employee  is  iasured  for  $it),0()0. 

2.  if  annual  pay  is  more  than 
$8,000,  the  employee  is  insured  for  an  amouni 
equal  to  the  sum  of  tlie  annual  salary,  rounded 
to  the  next  liigliest  tliousand,  plus  $2,000  up  ki 
Hie  maximuin  amount,  wliieti  is  equal  to  tlie  pay 
of  Executive  Level  11. 

B.  The  annu.il  pay  on  wliicli  an 
employee's  basic  insuranee  deduelion  is  based  is 
his  or  her  annual  pay  as  fixed  by  u|iplieuble  law 
or  regulation.  Included  in  tills  base  pay  are: 

1.  Night  sliifl  diffeivntial  pay  for 
wage  grade  employees. 

2.  Environmental  differential 
pay  for  wage  grade  employees. 

3.  Tropical  differential  pay  for 
Government  employees  in  the  Republic  of  Pana¬ 
ma. 

4.  Annual  premium  pay  percent¬ 
age  for  standby  time. 
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5.  Annual  premium  pay  percent¬ 
age  for  irregular,  unscheduled  overtime  for  law 
enforcement  officers.  See  5  C.F.R.  87().302(c) 
(reference  (1)). 

C.  The  annual  pay  of  a  part-time  em¬ 
ployee  is  the  basic  salary  applicable  to  his  or  her 
tour  of  duty  in  a  calendar  year.  For  example,  an 
employee  who  has  a  salary  rate  of  $8,000  a  year 
and  is  employed  half-time  would  have  an  annual 
salary  of  $4,000  for  insurance  purposes.  See 
.subparagraph  070.301  .C.3.  for  additional  informa¬ 
tion.  Also  .see  5  C.F.R.  870.302(c)  (reference  (1)). 

D.  Multiple  rales  -  regular  .schedule. 
For  life  insurance  purposes,  the  annual  pay  of 
employees  who  are  regularly  scheduled  to  work 
at  different  pay  rates  such  as  day  and  night 
rates,  two  positions  at  different  rates  for  each, 
etc.,  is  the  weighted  average  of  live  rates  at 
which  the  employees  are  paid,  projecied  to  an 
annual  basis.  For  example,  the  annual  pay  of  an 
employee  who  is  paid  $3.87  per  hour  on  a  day 
shift  and  $4.08  per  hour  on  a  night  shift  and 

I  who  is  regularly  scheduled  to  work  8  months  on 

*  day  shift  and  4  months  on  night  sluft  is  $3.87 

multiplied  by  1,391  hours  plus  $4.08  multiplied 
by  696  hours,  or  $8,223;  the  weighted  hourly 
average  then  is  $3.94,  which  whim  multiplied  by 
2,087  hours  produces  the  sami!  result.  A  regular 
.schedule  may  exist  even  though  the  schedule 
varies  within  a  year  or  even  within  a  pay  period. 

E.  Multiple  rates  -  no  regular  sched¬ 
ule.  For  life  insurance  purposes,  the  annual  pay 
of  employees  who  work  at  diffeient  pay  rate.s, 
but  not  on  a  regular  schedule,  is  the  annual  rate 
which  they  were  receiving  at  the  end  of  the  pay 
period,  or  in  the  event  of  death  or  disniemlx;r- 
ment,  the  annual  rale  they  were  receiving  at  the 
time  of  the  death  or  accident. 

1)40903.  Wilhholdim;  .Schedule  for  basic  Cover- 
aue.  The  cost  for  basic  insuraitce  is  shared  by 
tmlb  the  employee  and  ibe  Governmciif.  The 
Government  contributes  one  third  of  the  total 
cost  for  basic  insurance,  See  Table  4-4  for  the 
effective  rales. 

040904.  Oplional  Insurance 

. 


A.  An  employee  who  has  not  waived 
basic  FEGLI  coverage  can  purchase  additional 
optional  life  insurance  plans.  The  employee 
pays  the  entire  cost.  Credit  amounts  deducted 
for  optional  insurance  coverage  to  the  same 
deposit  fund  account  as  regular  FEGLI.  The 
premium  rate  for  optional  coverage  is  increased 
the  first  day  of  the  pay  period  beginning  on  or 
after  January  1  of  the  year  following  the  one  in 
which  the  employee's  birthday  for  the  next  age 
group  occurs.  See  Table  4-5  for  the  withholding 
rates.  An  employee  may  elect  optional  life 
iasurance  coverage  provided: 

1.  The  employee  is  enrolled  for 
basic  iasurance  coverage; 

2.  Tlie  employee  has  filed  an  SF 
2817,  "Life  Insurance  Election,"  electing  the 
optional  iasurance; 

3.  An  uncniicded  declination  of 
optional  insurance  is  not  on  file. 

A  covea-d  employee  may  elect  to  stop  or  reduce 
optional  iasurance  coverage  al  any  time,  al¬ 
though  Ihe  opportunity  to  elect  or  incaase 
multiples  is  strictly  limited.  If  an  employee 
cancels  basic  iasurance,  all  oplional  insurance  is 
automatically  canceled. 

B.  Types  of  Oplional  Life  Insurance 

1,  Option  A  -  Standard  Optional 
Iasurance.  Generally,  the  only  amount  of  stan¬ 
dard  optional  life  insurance  available  is  $I(),(1(H1. 
The  standard  optional  insurance  may  exceed 
$10,(K)0  for  those  employees  whose  basic  cover- 
agi’  is  capped  by  the  salary  for  Level  11  of  the 
Executive  Schedule.  This  occurs  only  if  the 
combined  total  of  the  basic  insurance  amount 
and  the  $10,000  for  this  option  is  less  than  the 
employee's  anirual  basic  rate  ot  pay  (the  rate 
actually  payable).  Tire  amount  of  standard 
optional  ip.,surance  is  then  aniomatically  in- 
crea.sed  to  an  amount  which,  when  combined 
with  the  basic  insurance  amount,  will  equal  the 
amount  of  the  employee's  basic  rate  actually 
payable  (munded  to  the  next  higher  thousand 
dollars,  if  not  an  even  tlrousand).  For  example. 
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the  maximum  amount  of  bisie  insurance  is 
$136,000.  An  employee  at  Level  I  of  the  Execu¬ 
tive  Schedule  is  actually  paid  $146,400.  That 
individual's  standard  opti./nal  ircsurance  is 
$15,000  ($146,400  rounded  up  to  $149,000  minus 
$134,000  equals  $15,000  available  in  standard 
optional  coverage).  The  premium  for  the  extra 
$5,000  in  coverage  is  prorated  on  the  premium 
otherwise  applicable  to  the  $10,000  in  coverage. 
If  an  emplcypc  states  in  writing  that  he  or  she 
does  not  want  the  higher  amount  of  Option  A, 
that  employee  may  retain  the  $10,000  amount. 

2.  Option  B  -  Additional  Option¬ 
al  Life  Insurance.  An  employee  may  elect  Op¬ 
tion  B  -  Additional  in  an  amount  equal  to  one, 
two,  three,  four  or  five  times  the  annual  basic 
pay  (after  rou.nding  to  the  next  $1,000).  The 
maximum  amount  of  basic  pay  to  be  used  is  the 
actual  rate  of  annual  basic  pay  payable  for  Level 
II  of  the  Executive  Schedule  under  5  U.S.C.  5313 
(reference  (b)). 

3.  Option  C  -  Family  Optional 
Insurance.  An  employee  may  elect  Option  C  - 
Family  to  cover  "eligible  family  members": 
$5,000  for  a  spouse  and  $2,500  for  each  depen¬ 
dent  child.  The  W'ithholdings  do  not  vary  based 
on  the  family  size, 

040905,  Enrollment  Status  Codes.  An 
employee's  life  iasurance  enrollment  status  is 
indicated  on  the  SF  50  bv  use  of  the  codes  in 
Table  4-6, 

040906.  Premium  Withholding 

A,  When  to  Withhold  Piemiums. 
Eleductions  will  be  made  from  an  employee's 
salary  when  the  employee  is  in  a  pay  status  for 
all  or  part  of  a  pay  period.  If  the  .salary  is 
iasufficient  to  permit  all  payroll  deductions,  the 
order  of  precedence  shown  in  paragraph  040201. 
.shall  be  used.  For  new  employees,  deductioas 
.shall  begin  witii  the  pay  period  in  which  cover¬ 
age  begias  as  follows; 

1.  Basic  insurance.  Coverage  is 
effective  on  the  first  day  in  pay  and  duty  status. 
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2.  Optional  iasurance  (all  types). 
Coverage  is  effective  the  first  day  in  a  pay  and 
duty  status  on  or  after  the  date  the  election  (SF 
2817)  is  received  in  the  civilian  personnel  office. 

3.  When  an  employee  waives 
basic  iasurance,  cancels  any  or  all  optional 
insurance,  or  reduces  the  number  of  multiples 
under  additional  optional,  coverage  and  deduc¬ 
tioas  stop  or  arc  reduced  effective  the  last  day  of 
the  pay  period  in  which  an  SF  2817  is  properly 
filed.  See  5  C.F.R.  870.2()4(a)  (reference  (I)). 

B.  Retroactive  Adjustments.  Retroac¬ 
tive  adjustment  to  recover  deficiencies  in  deduc¬ 
tioas  for  prior  periods  because  of  LWOP  shall 
not  1  e  made.  Effective  after  October  20,  1972,  it 
an  employee  Ls  retroactively  restored  to  duty 
with  pay  after  an  erroneous  suspension  or 
removal,  there  will  be  no  life  insurance  with¬ 
holding  made  from  the  retroactive  pay  adjust¬ 
ment  for  the  period  of  su.spension  or  separation. 
However,  if  death  or  dismemberment  occurred 
during  the  period  of  suspension  cir  separation, 
‘"Surance  proceeds  shall  he  paid  and  premiums 
withheld  from  the  back  pay.  When  an  employee 
receives  a  retroactive  within-grade  increase  (one 
which  was  delayed  In-yond  ils  proper  effective 
date  through  administrative  error  or  oversight) 
and  it  results  in  an  increase  in  life  insurance 
premiums,  the  insurance  deductioas  shall  be 
applied  retroactively. 


Status 


C.  Withholdirn;  Diiritm  Nonnav 


1 .  if  an  employee  is  in  a  nonpay 
status  for  an  entire  pay  period,  no  withholdings 
for  that  pay  period  are  made  from  future  salary 
payments.  An  employee  keeps  insurance  cover¬ 
age  witliout  co.st  while  in  a  nonpay  status  for  up 
to  12  continuous  months  from  the  last  date  of 
pay. 

2,  Employees  granted  l.WCP 
wliile  a.ssigned  to  a  State  or  local  govemnieni,  or 
to  an  institute  of  higher  learning  may  continue 
insurance  for  the  period  of  LWOP.  The 
employee's  share  of  the  premiums  are  paid  to 
the  civilian  payroll  oifice  and  that  office  pays  the 


m 
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Government  contribution.  Employees  traas- 
ferred  to  international  organizations  and  employ¬ 
ees  on  approved  LWOP  lo  serv'e  as  full  time 
officers  or  employees  of  an  international  organi¬ 
zation  may  continue  coverage  for  the  period  in 
LWOP  status.  Employees  must  pay  or  arrange 
to  have  paid  on  their  behalf,  to  the  civilian 
payroll  office  on  a  current  basis,  the  employee 
withholding  and  the  Government  contr'hutions 
to  cover  the  premium  cost  for  the  entire  period 
of  LWOP.  Premiums  for  any  pay  period  are 
coasidcred  currently  paid  if  received  before, 
during,  or  within  1  month  after  the  end  of  the 
pay  period.  Advance  payments  may  be  accepted 
at  regular  intervals  in  multiples  of  the  amount 
due  each  pay  period.  Any  excess  advance 
payments  resulting  from  death,  retirement,  etc., 
are  refunded.  Tlie  beginning  date  of  premiums 
payable  by  the  employee  is  the  first  day  of  the 
pay  pori(x]  following  the  one  for  which  with¬ 
holdings  of  the  premiums  were  made.  'I'iie 
ending  date  is  tiie  last  day  of  the  pay  period 
before  the  employee  returns  to  a  pay  status. 

L).  Withholding  Whil>!  Employee  is 
Keceivinii  Office  of  Worla'i's'  Coinpensalion 
Program  (OWCF’1  Pavmenis 

1,  An  employee  keeps  basic  life 
insurance  (not  accidental  death  and  dismein- 
bemieni)  without  cost  if: 

a.  On  the  day  basic  insur¬ 
ance  would  otherwise  end,  he  or  she  is  receiving 
benefits  under  the  IdiCA  because  of  disease  or 
injury  and  is  held  by  the  IX'partmeiil  of  l  abor  lo 
be  unable  to  return  to  duty,  and 

b.  The  employee  doe’.s  not 
convert  to  an  individual  policy. 

2.  An  employee  may  keep 
optional  life  insurance  (not  accidental  death  and 
dismemberment)  while  receiving  compensation 
froiTi  OWCP  if  eligible  to  continue  basic  insur¬ 
ance  and  if,  in  addition,  optional  insurance  has 
been  in  force  for  not  less  than: 


a.  The  full  period  or  peri¬ 
ods  of  .service  during  which  optional  insurance' 
was  available  to  the  employee;  or 

b.  The  5  years  of  service 
immediately  preceding  the  date  the  employee  be¬ 
comes  entitled  to  compensation.  Withheld  fnim 
compeasation  in  the  full  cost  of  optional  insur¬ 
ance  for  any  period  before  the  first  of  the  month 
following  the  employee's  65th  birthday  during 
which  an  insumd  employee  or  former  employee 
a-ceives  compeasation. 

3.  An  employee  who  qualifies 
for  compensation  bonefiks  remains  insured  as  an 
employee  until  such  coverage  ends  because  of 
separation  or  completion  of  12  months  in  a 
nonpay  status.  When  coverage  as  an  employee 
slops  for  either  of  the.se  reasons,  tlie  employee 
may  convert  the  insurance  to  an  individual 
policy,  hut  the  civilian  personnel  office  should 
inform  the  employee  of  the  rigid  lo  have  the  life 
insurance  continued  while  receiving  compensa¬ 
tion  and  unable  to  return  to  duty. 

4.  OWCP  colleels  for  ail  life 
insurance  including  basic.  OWCP  will  make  lU) 
optional  insurance  withholding  if  the  employee 
mceives  eompensalion  for  less  tlian  29  days. 

H.  Withholding  Duriiut  Nonnav 
Status,  Employee  Aceepls  Temporary  Emplov- 
menl  in  Anolher  I’osilitm.  If  an  insured  employ¬ 
ee  entitled  to  free  insurance  for  up  lo  12  months 
while  in  a  nonpay  status  accepts  a  temporary  (or 
other)  appointment  to  anolher  position  in  which 
he  or  she  would  normally  be  excluded  from 
insurance  coverage,  insurance  (basic  or  basic  and 
optional)  continues  in  the  temporary  position. 
The  amount  of  basic  insurance  is  ba.sed  on  the 
greater  of  the  two  salary  rates.  Ihe  $10,()()() 
minimum  applies.  Wilhholdings  must  be  made 
fnnn  pay  in  the  temporary  position.  The  civilian 
personnel  office  is  responsible  for  determining  if 
the  employee  is  insured  in  the  first  position  and 
to  indicate  appropriate  wilhholdings.  Upon 
termination  of  the  temporary  appointment,  the 
insurance  coverage  reverts  to  the  employee's 
coverage  under  the  first  nonexcluded  position. 
If  on  termination  of  the  temporary  position  the 
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umplnyoc  has  been  separated  from  the  first 
position,  the  employee's  insurance  ends  subject 
to  the  31-day  temporary  extension  of  coverage. 
If  on  termination  the  employee  is  still  on  LWOP 
from  the  first  position,  the  coverage  under  the 
first  position  continues  until  the  employee  is 
separated  or  the  end  of  the  12  month  nonpay 
status.  If  the  employee  served  4  consecutive 
months  in  the  temporary  position,  a  new  12- 
month  nonpay  period  of  free  insurance  begins. 

F.  Withholdintr  Fn>m  Li  i  inn-Sum 
Annual  Leave  Payments.  No  insurance  premium 
is  W'ithheld  from  the  lump-sum  payment. 

G.  Wilhholdini;  From  Fnmloyees  Paid 
an  Annual  Salary  on  a  School  Year  Basis.  A  full 
annual  insurance  premium  deduction  for  educa¬ 
tors  is  n’quired.  Compute  the  biweekly  deduc¬ 
tion  for  those  employees  not  paid  each  pay 
period  ('f  the  year  (26  or  27  limes)  a.s  follows: 

1.  Multiply  the  biweekly  deduc- 
tioas  rate  based  on  the  .salary  bracket  by  2h. 

2.  Divide  tins  total  i>y  the  num¬ 
ber  of  pay  periods  in  the  .scliool  year. 

3.  Hound  the  total  in  2.  ahove  to 
the  nearest  cent.  This  is  the  biweekly  insurance 
deduction. 

(l'Hiy()7.  bnlrii's  on  the  r'ayroll  Vouclier.  F.m- 
pioyee  deduction.';  and  I'lnployiT  contributions 
shall  he  ivported  separately  on  tlie  DD  Form  592, 
I’art  1, 1’ayroll  Summary.  Civilian  payroll  offices 
reporting  to  Ol’M  via  liard-copy  SI-  2A12  shall 
cite  the  OPM  deposit  fund  ueciuinl  2-!XH I.IS.S  for 
the  di’ductinns  and  eontribution.';  on  I'art  I. 
Civilian  payroll  offices  ivpt)rting  to  Cl’M  via 
Kl'lS  shal!  report  deductions  and  contributions 
on  Part  I,  but  shall  not  citi:  the  Ol’M  deposit 
fund  account.  Fmployer  contiibulio;is  shall  be 
chargi'd  to  the  appn)pr!,ition(s)  fi'orn  wliich  the 
employee's  salary  is  paid  and  shall  be  reported 
on  Part  II,  Accounting  Classificjlii,n. 

04691)5.  Adiusli^^:  Fi'rors 

Current  niii|ilov<'('s 


1.  Overdeduction.  When 
amounts  have  been  erroneously  withheld  from 
the  salary  of  an  employee,  refund  the  ermneous 
withholding  the  next  pay  period.  This  automati¬ 
cally  corrects  the  excess  Government  contribu¬ 
tion  involved. 

2.  Undcrdeduction  of  FEGLI 
preinium.s  of  4  pay  periods  or  less  immediately 
preceding  the  current  pay  perit>d,  are  exempt 
from  due  prtKcss  (5  C.F.R.  550.1104(c)  (reference 
(I)).  Underdcductions  of  FEGLI  premiums  after 
4  pay  periods,  for  any  amount,  are  subject  to  due 
pixK'OSS.  See  paragraph  080302.  for  procedures. 
Government  contributions  sliall  be  adjusted 
when  payment  is  received  from  the  employee. 

H.  Separated  Employees 

1.  When  an  adjustment  in 
vcithholdings  is  necessary  for  a  separated  em¬ 
ployee,  process  it  in  the  final  salary  payment  to 
the  etnployee  or,  if  deci'ased,  to  the  employee's 
beneficiary  or  estate. 

2.  if  a  valid  daim  for  refund  of 
deductions  is  received  from  a  separaled  employ¬ 
ee,  process  it  on  a  regular  payroll  on  which 
FEGLI  deduclion.s  are  mori’  Ilian  the  ivfund 
amount. 

C.  Adiusimi’iil  lo  I’roper  Appropria¬ 
tion.  Be  sore  lo  adjust  the  correct  appropriation 
wlien  there  is  a  chanj’e  in  fiscal  years  between 
the  pmei-ssing  of  llie  erroneous  payroll  and  the 
processing  of  the  payroll  on  whicii  the  adjust- 
menl  is  made.  Credit  the  Government  conlribu- 
iion  for  a  prior  year  appropriation  on  DP  Isirm 
592  under  "Ollier"  (itemize)  and  explain. 

1)40909.  Pay  Period  Transmission  of  IDeductions 
and  Coniriliulioiis.  Di’duclions  and  contribu¬ 
tions  for  life  Insurance  are  reported  lo  OPM  each 
pay  period  using  the  procedures  de.scribed  in 
pnragrapli  09020.3. 

040910.  Waiver  of  Insuraiui' 

A.  Establishment  and  Kevocation  of 
Waiver  When  notification  of  waiver  is  received 
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from  an  insured  employee,  discontinue  with¬ 
holdings  beginning  with  the  next  pay  period. 
When  the  waiver  is  canceled,  the  withholding 
applies  for  the  full  pay  period  in  which  the 
waivet  is  revoked. 

B.  Cancelinir  Waiver  or  Declination. 
A  waiver  or  declination  of  insurance  coverage 
remains  in  effect  until  canceled,  even  if  the 
employee  transfers  to  another  agency  or  is 
reappointed  after  a  break  in  service.  The  SF 
2822,  "Request  for  Insurance-Federal  Employees 
Group  Life  Insurance  Pixigram,"  must  be  com¬ 
pleted  by  the  employee  and  forwarded  to  the 
civilian  personnel  office.  The  employee  must 
submit  an  SF  2817  to  the  civilian  personnel  office 
within  31  days  of  approval  of  the  SF  2822. 
Coverage  will  be  effective  tire  first  day  the 
employee  is  in  a  duly  status  on  or  after  the  day 
the  SF  2817  is  received. 

1.  Basic  Insurance 

a.  All  employee  may  cancel 
I  a  waiver  of  basic  iiusurance  if; 

(1)  At  least  1  year  i\as 
elapsed  since  the  effective  dale  of  such  waiver, 
and 

(2)  Tile  employee 
furnishes  satisfactory  evidence  of  insurability  (an 
HF  2822  lo  Ihe  civilian  personnel  office).  See  5 
C.F'.K,  87l).2()4  (trjference  (1)). 

2.  OpIion  A  -  Standard.  An 
employee  with  bask  coverage  may  cancel  a 
declination  of  Option  A  by  meeting  the  same 
conditions  required  to  cancel  a  waiver  of  basic 
insurance  per  subparagraph  t)4(IMl().B.l.  The 
employee  must  suinnit  an  SI'  2817  requesting 
Option  A  to  the  civilian  personnel  office  within 
31  days  of  approval  of  the  SF  2822.  Coverage 
will  be  effective  tlie  first  day  the  employee  is  in 
a  duty  status  on  or  after  the  day  the  SF  2817  is 
received. 

3.  Option  B  -  Additional 


a.  An  employee  with  basic 
coverage  may  cancel  a  declination  of  OpIion  B  - 
Additional  by  meeting  the  same  conditions 
required  lo  cancel  a  waiver  of  basic  insurance 
per  subparagraph  040910.B.1 .  An  election  of  less 
than  .S  multiples  under  Option  B  ■  Additional  is 
a  declination  of  the  multiples  over  and  above  the 
number  elected.  When  the  employee  meets  the 
requirements  to  cancel  a  declination  of  Option  B 
-  Additional,  enrollment  is  effeetive  per  subpara¬ 
graph  04t)91().A. 

b.  An  employee  may  also 
elect  OpIion  B  Addilional  due  lo  a  ihange  in 
family  status,  'the  number  of  multiples  cannot 
exceed  the  number  of  family  memlrors  acquired. 
To  rlo  so,  the  employee  must  elect  Option  B  - 
Additional  within  6(1  days  (normally)  following 
marriage  or  jcc|uisition  of  a  child. 

c.  An  employee  may  in- 
crea.se  Option  B  -  Additional  by  multiples  due 
to  a  change  in  family  slalus.  Ihe  numlier  of 
addilional  multiples  elected  cannot  exceed  Ihe 
number  of  family  members  acquired.  To  do  so, 
the  employee  must  elect  the  inrrease  within  60 
days  (normally)  following  marriage  or  the  acqui¬ 
sition  of  a  child. 

d.  An  election  of,  or  in¬ 
crease  in,  Opliim  B  -  Additional,  because  of  an 
event  m  subparagrapli  041)611). B. 3. b.  or  c.,  be¬ 
comes  effective  Ihe  first  day  the  employee  actual¬ 
ly  enters  tin  duty  (in  a  pay  .status)  tin  or  after  the 
day  the  civilian  personnel  office  receives  llie  SF 
2817. 

4.  Option  C  -  I'amily.  I  .ntpln /- 
ees  wlio  Itave  basic  life  insurance  may  eaneel  e 
declinaliiiii  tif  Option  C  covefage  due  to  any  tif 
the  ftilltiwing  events;  marriage,  acquisition  of  an 
unmarried  dependent  child,  divorce,  or  the  deatli 
of  4  sptiuse.  l-ederal  regulatitins  (S  C.F'.K. 
873.21)S(a))  (reference  (i))  state  Ih.it  Ihi;  election 
must  be  filed  with  Ihe  empltiying  tiffke  no  later 
than  60  days  ftilltiwing  the  date  of  the  event 
pennilliiig  the  election.  I'iiis  means  that  the  SF 
2817  may  Ih‘  submittixl  befnre  and  in  anticipa¬ 
tion  of  Ihe  qualifying  eviml.  Elections  submitted 
in  advance  of  a  qualifying  event  beetiine  effective 
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on  the  date  of  the  event,  as  long  as  basic  insur¬ 
ance  is  in  force  on  that  date.  Elections  submitted 
within  60  days  after  the  qualifying  event  are  not 
retroactive. 


040911.  Cancclini;  Optional  Insurance.  The  em¬ 
ployee  may  cancel  optional  life  insurance  at  any 
time  without  waiving  basic  life  insurance;  how¬ 
ever,  if  the  employee  cancels  basic  life  insurance, 
all  optional  insurance  is  automatically  janceled. 

040912.  Continued  Protection  for  HI  Days. 
When  basic  or  optional  insurance,  or  both, 
terminates  except  by  waiver  or  declination,  the 
employee  continues  to  have  life  insurance  pro¬ 
tection  {not  accidental  death  or  dismemberment) 
for  .^1  days.  Ihereafter,  this  31-day  temporary 
extension  is  automatic.  There  is  no  exteicsion  of 
(m,tection  when  insurance  stops  by  waiver  or 
declination.  See  5  C.l-'.K,  871)., 601,  871.501, 
872.501,  and  873.501  (reh-mnee  (1)). 

040913.  Office  of  I'Vdeial  Employees'  Croup 
Life  Insurance  fOh'ECLn  Keciuesis  to r  I'n'-l’av- 
ment  Verification.  Civilian  payroll  otflce.’i  will 
cooperate  with  the  Oh'EGLl  when  it  requests  pre¬ 
payment  verification.  Ol'EGLl  is  requin'd  to 
obtain  verification  Ix'fore  making  payment  tt> 
Ixmeficiaries  of  enriillees  willt  $200,000  or  more 
of  FECLI  coverage.  When  seeking  pre  payment 
verification,  Ol'EGLl  will  ask  for  the  insuivd's 
current  salary,  annual  sala-y  (if  different),  and 
details  cm  ennilimenl  in  optional  insurance,  if 
applicable. 

0410  NATIONAL,  CUARll  ASSOCIATION 
OF  UNITHE)  .STATES  (NCAUS)  INSDKANri; 
I'RUST  PUOGKAM 

04101)1.  National  Guard  technicians  may  partic¬ 
ipate  in  this  program  as  aulhori/ed  by  .in  agrc'e- 
ment  between  flic  Secretary  of  ITefense  and  the 
State  or  teniioiy  (.5  cl.S.C.  .5518)  (refiTence  (b)). 
Biweekly  deduction  rales  depend  on  the  cover¬ 
age  selected  and  llie  age  group  of  file  employee. 
Deductions  will  lie  applied  to  the  following 
aecounis; 
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A.  — X6875  -  Withhe'J  Employee 

Contributions,  State  or  Territorial  Disability 

Benefits. 

B.  — X6875  -  Withheld  Emplc.yee 

Contributions,  State  or  l  erritorial  ITeath  Benefiks. 
The  funds  collected  are  disbursed  lo  the  proper 
payee!  on  agreed  dates. 

041002.  Wlti-n  an  employee  converts  from  a 
title  32  lo  a  title  5  appointment,  the  NCAUS 
iasurance  must  be  terminated  since  tlie  employee; 
would  no  longer  be  eligible  for  the  disability 
rortion  of  llie  plan. 

0411  COLl.ECTION  OF  DEBTS  DUE  THE 

UNI'I  ED  .STATlvS 

041101.  The  l>)L)sliall  promj>lly  eolleel  indebt- 
edne.s.s  due  the  United  Stales  in  accordance  wilii 
the  law  and  applicable  ixignlaliims.  Section  5514 
of  5  U.S.C.  (p.'ference  (b)),  as  impiem(;nted  by 
DoD  Directive  7045.13  (refc'ience  (v))  and  Vol¬ 
ume  5,  authori/.es  colleclion  ot  indebledne.ss 
from  those  civilian  employees  \vl\o  are  indebted 
lo  llu!  United  Stali!s.  eleneraliy  lire  amount 
dc‘duded  may  not  exL'(!ed  15  percent  of  tile 
employee's  disiio.sable  pay  unless  written  con- 
■Senl  is  provided  by  tlie  employee  (or  a  greater 
ptrreeiitage  lo  Ik‘  deducted.  Kefer  lo  Chapler  8 
for  further  procedures  on  iiulehlednes.s. 

0412  GAKNISl  IMEN'I’S 

04 '201.  Clulit  .Siinnoi  l  .mil  Alimony 

A.  Aulliorii V.  .Section  (>59  of  42 
U.S.C.  (refen;uee  (aa))  provide, s  eoii.seiit  by  tlie 
United  Stales  for  garnislimenl  and  similar  pro¬ 
ceedings  for  enforcement  of  cliild  support  and 
alimony  olrligafions  against  civilian  employees. 
Court-ordered  garnislimenl  under  tiii.s  section 

liall  i>i  Teducled  fmm  tlie  employee's  pay.  See 
5  C.F.R.  rariSHi  (reference  (1))  for  guidance. 

B.  I’gy  Siibieet  lo  Garni.shinimi.  All 
monies  I'ue  active  civiliaii  employees,  the  eiititle- 
inenl  lo  whicli  is  ixi.sed  upon  remuneration  for 
employmi'iil,  are  subject  lo  court order  garnish¬ 
ment  or  attachmenl.  Tlie  term  "lemuijeralioii  for 
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employment''  means  all  compeivsalion  paid  or 
payable  for  personal  scr\’ices  performed  by  an 
individual,  whether  such  compeasation  is  de¬ 
nominated  as  wages,  salary,  commission,  bonus, 
pay,  or  otherwise,  and  includes,  but  is  not  limit¬ 
ed  to,  those  items  set  forth  in  5  C.F.R.  581.103 
(reference  {!)),  Monies  paid  as  reimbursement, 
nitrmally  defined  by  law  or  regulations  as  al¬ 
lowances,  awards  paid  for  making  suggestions, 
and  injury  compensatii>n  payments  are  not 
deemed  to  be  "remuneration  for  employment" 
and  are,  therefore,  not  subject  to  garnishment. 
liX'duclions  not  subject  to  garnisbment  are  as 
follows: 

1.  CSKS/FbRS, 

2.  Social  Security  and/or  Medi- 

ca  re, 

3.  TSr  conlribulions, 

4.  Federal  income  taxes  (not 
including  additional  witlilioldings  unles,s  the 
employee  pivsents  evidence  rif  a  tux  obligation 
winch  supports  the  additional  witldiolding), 

5.  I'liHIi, 

0.  I'iiGLI  (basic  only), 

7.  Indebtedness  due  llie  U.S. 
Cioverninen.  except  wliere  tlie  employee's  debt 
is  lor  cliil';  '  upporl  and  tl\e  amount  owed  the 
United  Slalt:!  results  from  an  income  lax  lien  or 
levy, 

8.  State  income  tax  and 
ciiy/local  employment  tax,  and 

9.  Other  deductions  requin  d  by 
law  or  regulations  to  be  witliliei ). 

C.  Maxiiiu.nc  Percentage  of  Dispo.Sr 
able  Weekly  I’av  Subject  to  Garnishment.  The 
term  "disposable  pay"  means  tire  amount  of  any 
pay  wl\icl>  is  due  or  payable  to  an  employee  as 
"remuneralion  hir  employment"  minus  the 
deJuilions  listed  in  sulipuragraph  041201.11.  The 
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following  maximum  percentages  apply  (5  C.F.R. 
581.402)  (reference  (1)): 

1.  If  an  employee  is  .supporting 
a  spou.se  or  a  dependent  child  (other  than  the 
spouse  or  child  whose  support  is  required  by  the 
garnishment  order),  50  percent  of  such 
employee's  disposable  weekly  pay  is  subject  to 
garnishment. 

2.  If  an  employee  is  not  support¬ 
ing  a  spouse  or  dependent  child  (other  than 
those  named  in  garnishment  order)  60  percent  of 
such  employee's  disposable  weekly  pay  is  sub¬ 
ject  to  garnishment. 

3.  An  additional  5  percent  of 
di!;po.sable  weekly  pay  is  subject  to  garnishment 
in  each  case  if  tiK'  outstanding  an'earages  are 
over  12  weeks  old. 

4.  If  the  applicable  law  of  the 
State  from  wh'cli  the  legal  process  was  issued 
exempts  a  le.sser  percentage  of  the  employee's 
disposable  weekly  pay,  lliat  percentage  of  earn¬ 
ings  will  Ik-  subject  to  garnishment. 

D.  I'rocediires 

1.  Court  Order  I'orwarded  to  Hie 
Civilian  I’ayroll  Office.  Tlie  civilian  payroll 
office  will  witlihold  from  tlie  employee's  pay  in 
compliance  with  llie  court  order  as  jireserilK'd  in 
paragraph  1)80702.  Tlie  civilian  payroll  office 
should  consult  with  the  servicing  OFAS  General 
Counsel's  office  prior  to  making  any  payments 
on  a  file  where  proper  service,  as  defined  in  5 
C.l'.R.  I’art  .581  (refeivnee  (I),  as  nmeiided,  has 
not  been  ucconiplislied. 

2.  One-liine  I’aynient,  If  the 
garnishmeni  involves  a  one-time  payment,  the 
aniouiit  due  will  lie  processed  on  tlie  next  regu¬ 
lar  payroll. 

More  Ilian  One  I’ayment.  If 
the  garnisliineni  order  involves  more  Ilian  one 
payment,  an  involuntary  deduction  for  the 
amount(s)  sliown  in  such  order  shall  be  estab¬ 
lished  by  tlie  li.scal  officer  or  otlier  appropriate 
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official  of  the  activity  maintaining  the  payroll 
record.  Payment  shall  be  made  to  the  party 
named  in  the  legal  process. 

4.  Deduction  Termination. 
Cancellations  arc  automatic  on  the  date  of  sepa¬ 
ration  from  the  DoD,  upon  death  of  the  employ¬ 
ee,  or  upon  notification  to  the  civilian  payroll 
office  that  the  legal  process  is  tenninated. 
Deductions  may  not  be  voluntarily  stopped  by 
the  employee. 

5.  Payroll  Procedure.  Deduc¬ 
tions  forchild  support and/oralimony  payments 
shall  be  made  by  the  civilian  payroll  office  each 
pay  period  as  directed.  Deductions  shall  be 
taken  in  accordance  with  the  order  of  ptecedence 
in  paragraph  040201. 

0.  Recording  Deductions.  The 
ci\’iliait  payroll  office  shall  establish  deduction 
data  within  the  employee's  payroll  record.  The 
total  amount  of  all  garnishments  processed  for 
the  current  pay  period  shall  be  indicated  on  tlie 
DD  I'orm  592.  AH  R'lnittance  ntcords  sltall  be 
forwarded  to  the  scivicing  disbursing  officer. 

041202.  Commercial  I.Vtits 

A.  Autlioritv.  Effective  February  3, 
PW4,  5  U.S.C.  5520a  (reference  (b)))  aulhori/.es 
9  the  garnishment  of  Federal  civilian  employees' 
wages  for  commercial  debts.  Authorization  fmm 
the  legal  revieu'  organization  is  required  prior  to 
the  garnishment  becoming  effective.  Interim 
regulations  are  found  at  59  Federal  Ri'gister 
14,341,  March  29,  1994  (refen-nce  (at)). 

H.  Pay  .Subject  to  Clainisliment.  A 
maximum  of  25  percent  of  an  employee's  dispos¬ 
able  pay  may  be  used  to  satisfy  gariiishinents  h)r 
commercial  debts.  The  tenti  disposable  pay 
means  the  amount  of  any  pay  due  or  payable  to 
an  (imployee  as  remuneration  for  employment, 
minus  the  deductions  listed  in  subparagrapli 
041201. B.  If  the  total  deductions  for  child  sup- 
poi  I  and  alimony  equals  or  exceeds  25  percent  of 
an  employee's  disposalde  pay,  a  deduction  for 
commercial  debt  will  not  lx-  processed.  Further, 
limilalions  on  the  aiuounl  to  be  garnished  are 
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found  in  5  C.F.R.  582.402  (rtTerencc  (I))  pub¬ 
lished  at  59  Federal  Register  14,544,  March  29, 
1994  (reference  (af)).  There  is  no  maximum 
amount  for  garnishment  for  State  or  local  tax 
obligations,  or  for  biinkruplcy. 

C.  Procedures 

1.  Ail  orders  for  commercial 
debts  sliall  be  sent  to  the  DFAS-Cleveland  Center 
legal  review  office  (DFAS-CL/L)  for  processing 
except  for  those  categories  found  in  Appendix  A 
to  Part  582  of  5  C.F.R.  published  al  59  Federal 
Register  14,544-14,545,  March  29,  1994  (refemnce 

(af))- 

2.  For  employees  serviced  by 
DCPS  and  DBMS,  DFAS-CL/L  will  review  and 
input  the  garnishment  deduction  information. 
For  employees  .serviced  by  other  civilian  payroll 
sy.stems,  DFAS-CI,/L  will  review  and  tlien  for¬ 
ward  the  civilian  commercial  ganiishment  action 
notificatimi  U>  the  appropriate  civilian  payroll 
office  for  input. 

3.  Deductions  may  he  withheld 
as  a  fixed  biweekly  amount  or  a.s  a  percentage 
amount,  but  nol  both,  provided  it  does  nut 
exceed  the  amount  diseu.ssed  in  subparagraph 
041202.11. 

4.  Current  procedures  shall  lx.' 
used  for  the  dLsbui-seinenl  of  the  garnishment. 
The  return  check  process  shall  also  follow  exist¬ 
ing  procedure.'!.  The  requirements  of  the  court 
order  n'garding  dl.slnirsement  of  funds  will  be 
folio  Wl!d. 

5.  Administrative  Fee 

a.  An  administrative  fee 
shall  Ire  collected  from  the  employee's  pay  on 
the  first  pay  period  the  garnishment  is  deducted. 
An  administriilive  fee  may  he  a.s.sessed  for  each 
case  if  more  titan  1  commercial  debt  exists. 

b.  The  administrative  fee  is 
not  subject  to  the  25  percent  rule.  If  an  employ¬ 
ee  is  in  a  nonpay  status,  the  court  order  shall  be 
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returned  by  DFAS-CL/L  with  no  action  taken 
and  the  administrative  feu  shall  not  be  charged. 

c.  If  a  court  amends  a  gar¬ 
nishment  order,  an  additional  administrative  fee 
may  be  charged. 

6.  As  with  all  other  garnish¬ 
ments,  deductions  for  commercial  debts  shall  be 
handled  on  a  first  in,  first  out  basis.  These 
deductions  shall  be  made  by  the  civilian  payroll 
office  each  pay  period  as  directed.  Deductions 
shall  be  taken  in  accordance  with  the  order  of 
precedence  in  paragraph  040201.  Care  must  lx* 
taken  to  process  these  garnishments  as  quickly 
as  possible  to  ensure  jiaymcnt  occurs  before 
termination  of  the  garnishment. 

7.  The  total  amount  deducted 
for  garnishments  during  the  f  .'yroll  cycle  shall 
be  R-flected  on  a  separate  line  on  the  DC  Form 

H.  A  commercial  debt  may  tie 
ivi  ived  with  a  termination  date.  Payroll  deduc¬ 
tions  shall  be  discontinued  ut  the  end  of  the  pay 
period  in  which  the  termination  date  falls.  If  the 
termination  date  does  not  fall  on  the  last  day  of 
the  pay  period,  no  proralion  of  deduction  shall 
be  itiquired.  If  the  account  is  in  escrow,  the  total 
amount  withheld  shall  he  disbursed  based  on  the 
terminatiun  date. 

0413  BANKRUnCY 

041301,  General.  Section  132'-.  of  11  U.S.C. 
(reference  (ab))  permits  an  indebted  individual 
who  has  a  regular  income  to  file  a  Wage  Earners 
Plan  designed  to  liquidate  all  or  part  of, a  cred¬ 
itor's  claim.  VVhen  a  plan  has  been  approved, 
the  court  may  order  the  DoD  to  pay  all  or  part 
of  those  wages  to  a  trustee  for  the  debtor.  The 
law  waives  the  Federal  Government's  sovereign 
immunity  for  purposes  of  compliance  with 
payroll  deduction  orders  issued  by  the  U.S. 
bankruptcy  courts.  Accordingly,  the  civilian 
payroll  office  shall  honor  these  orders.  Ques¬ 
tions  regarding  a  particular  case  should  be 
referred  to  the  Office  of  General  Counsel.  See 
paragraph  080703.  for  additional  information. 


As  a  general  matter,  placing  payments  ordered 
by  the  bankruptcy  court  in  the  order  of  prece¬ 
dence  in  paragraph  040201.  shall  conform  with 
the  bankruptcy  court's  requirements.  There  arc 
tiVO  exceptions: 

A.  If  a  bankruptcy  court  orders  that 
a  certain  amount  of  net  pay  shall  be  paid  an 
employee  regardle.ss  of  deductions,  then: 

1.  The  amount  of  the  net  pay 
shall  be  deducted  from  gross  pay  first.  Remain 
ing  deductions  shall  then  be  withheld  in  accor¬ 
dance  with  paragraphs  040201.  and  040202. 

7,.  Deductions  based  on  gross 
pay  (for  example,  Social  Security  ./Medicare 
dcductioas  which  are  calculated  by  multiplying 
applicable  portions  of  the  gross  pay  by  a  re- 
cinired  percentage)  shall  Iw  computed  on  appli¬ 
cable  portions  ol  the  full  gross  pay,  that  is,  gross 
pay  before  subtracting  court -ordered  net  pay, 

B,  In  individual  case.s,  the  bankruptcy 
court  may  mandate  that  a  sum  be  deducted  each 
pay  period  or  monthly  under  a  different  order  of 
precedence  or  without  pnividing  an  order  of 
precedence.  In  those  situations  when  a  different 
order  of  precedence  is  mandated,  llie  court's 
order  shall  be  followed.  If  there  is  a  question  of 
conflict  or  nonpayment,  the  civiliait  payroll 
offices  sliall  contact  tlie  designated  trustee  by 
telephone. 

0414  ALLOTMEN1S 

041401.  Volurilafv  Deduetion.s.  An  allotment  or 
an  assignment  of  pay,  or  a  modification  thereof, 
shall  be  requested  in  writing  by  the  person  from 
whose  pay  the  deduction  will  be  made.  1  his 
request  shall  show  the  authority  under  which  the 
allotment  or  assignment  is  permitted,  the  amount 
to  be  deducted,  the  period  of  time  over  which 
the  deduction  is  to  be  made,  and  the  name  and 
address  of  the  allottee  or  assignee.  Employees 
shall  request  voluntary  allotments  from  their  pay 
consistent  with  the  allotments  ,iuthori/,i:d  in 
paragraph  041402.  See  5  C.E.R,  550.301-530.381 
(nderence  (I)). 
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041402.  Authori/cd  Allotments.  Allotments 
may  be  made  in  accordance  with  the  eligibility 
criteria  specified  in  paragraph  041404.  for  the 
following  purpose.s: 

A.  Support  of  relatives  ordependents 
of  the  allotter. 

B.  Savings. 

1.  Unrestricted  as  to  allottee. 
Two  such  allotments  at  any  one  time  may  be 
aufhori/.ed  an  employee  whose  place  of  employ¬ 
ment  is  within  the  continental  United  States. 
Employee.s  stationed  outside  the  continental 
United  States  may  make  as  many  allotments  as 
they  want.  The  eligibility  criteria  are  specified  in 
subparagraph  041404.A. 

2.  Allotted  to  a  financial  organi¬ 
zation  for  credit  to  a  .savings  or  chocking  account 
of  the  allolter  as  authorized  by  I-TFM  3-9000 
(reference  (ag)).  Any  employee  whose  place  of 
employment  is  within  the  continental  United 
State.s,  may  authorize  allotments  to  any  U.S. 
bank,  savings  bank,  savings  and  loan  association 
or  similar  iastitution,  or  Federal  or  State  char¬ 
tered  credit  union.  Allotments  must  be  in  fixed 
whole  dollar  amounts,  minimum  $1,  to  be  de¬ 
ducted  in  each  successive  pay  period  and  must 
not  exceed  two  such  allotments  per  employee  at 
any  one  time.  Monies  thus  credited  to  the 
allottcr's  account  (savings  or  checking)  may  be 
used  for  any  purpose  in  accordance  with  the 
desires  and  direction  of  the  allotter  as  long  as 
that  purpose  does  not  circumvent  any  statute, 
E.O.  or  other  applicable  regulation.  A  completed 
Sh  1199A  including  the  endorsement  of  thi! 
financial  institution  serves  as  the  request  and 
authority  for  the  allotment. 

C.  Payment  of  commercial  insurance; 
piviniums  on  the  life  of  the  allotter. 

D.  Payment  of  U.S.  Government  Life 
Insurance  or  National  Service  Life  Insurance 
premiums. 


E.  Voluntary  liquidation  of  indebted¬ 
ness  to  the  U.S.  Government,  includiiig  volun¬ 
tary  payment  of  back  taxes. 

F.  Repayment  of  loans  obtained  for 
the  purchase  of  a  home  or  automobile. 

G.  Payment  of  certain  State  and 
District  of  Columbia  income  taxes  when  an 
employee  has  a  legal  obligation  to  pay,  but  the 
agency  has  no  legal  obligation  to  withhold,  as 
authorized  by  5  C.F.R.  5.‘j().351  (reference  (1)), 

H.  Payment  of  certain  city  and/or 
local  taxes  when  an  employee  has  a  legal  obliga¬ 
tion  to  pay,  but  the  agency  has  no  legal  obliga¬ 
tion  to  withhold,  as  authorized  by  5  C.F.R. 
.‘i.SO.S.'il  (reference  (1)). 

I.  Payment  of  labor  oiganization 
dues  as  authorized  by  DoD  Directive  1426.1 
(refemnee  (all)). 

1.  Allotment  Authorization, 
Any  eligible  employee  has  the  right  to  make  a 
voluntary  allotment  for  the  payment  of  dues  to 
not  more  than  one  eligible  labor  organization. 
An  SF  1187,  "Request  and  Authorization  for 
Voluntary  Allotment  of  Compensation  for  Pay¬ 
ment  of  Lalxir  Organization  Due.s,"  shall  be  used 
to  request  and  auiliorize  an  allotment  of  pay. 
Such  allotments  shall  become  effective  the  first 
pay  periixj  beginning  after  mceipt  of  the  proper¬ 
ly  executed  SF  1187. 

2.  Amount  of  Employee's  De¬ 
ductions.  Unless  the  negotiated  agreement 
specifies  otherwi.se,  the  procedure  for  setting  and 
changing  due.s  rates  shall  be  as  follows.  When 
the  amount  of  an  employee's  dues  is  stated  on 
an  SF  11H7  in  term,?  of  an  annual  amount  (cover¬ 
ing  a  pr-riixi  of  12  montl\s),  the  figure  shall  be 
divided  by  26.  When  an  amount  is  stated  in 
terms  of  a  monthly  amount,  the  figure  shall  be 
multiplied  by  12  and  the  result  divided  by  26. 
This  amount  shall  remain  unchanged  until  the 
appropriate  official  in  the  labor  organizaition 
certifies  that  the  amount  of  the  regular  due.s  has 
changed.  Upon  inpul,  the  civilian  payroll  office 
sliall  begin  to  withhold  the  certified  amount  of 
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the  dues  on  the  first  complete  pay  period  for 
which  the  deductiotiS  are  made  or  a  later  date  if 
requested  by  the  labor  organization.  When  an 
employee  is  in  a  nonpay  status  for  an  entire  pay 
period,  withholding  shall  not  be  made  to  cover 
that  pay  period  from  future  earnings  nor  shall 
the  employee  deposit  the  amount  which  would 
have  been  withheld  if  the  employee  had  been  in 
a  pay  status  during  that  period.  If  an  employee 
is  in  a  nonpay  status  for  only  a  part  of  such  pay 
period,  and  the  salary  is  not  sufficient  to  cover 
the  full  deduction,  none  shall  be  made. 

3.  termination  u!  Allotment.s 

a.  An  employee  may  sub¬ 
mit  a  request  to  revoke  the  allotment  for  the 
payment  of  union  dues  at  any  ine;  however, 
such  revocation  sliall  be  effective  only  .at  the 
beginning  of  the  first  pay  period  which  in'gins 
on  or  after  the  1-year  anniversaiy  of  the  effective 
date  of  the  employee's  initial  allotment  oi  union 
dues.  Thereafter,  revocation  of  an  allotment 
shall  Ik>  effective  at  1-year  intervals.  (Previously, 
dues  could  be  revokeu  at  0-monlh  intervals. 
Negotiated  agn’ements  providin);  for  O-monlh 
revocation  petriods  can  be  continued  and  may 
still  exist.  In  such  situations,  levocation  shall 
occur  at  the  Iwginning  of  the  first  pay  period 
after  the  termination  dates  of  th<'  fi-month  inter¬ 
vals  which  ct)mnionly  are  March  1  and  Seplem- 
iK-r  1.) 

b.  Dues  williliolding  [miets 
dures  are  negotiable  to  tl\e  extent  lliey  a)('  con¬ 
sistent  with  applicable  law  and  regulation.  This 
includes  hargaining  on  yearly  intervals  for 
revoking  dues  and  the  dale  from  whieli  the  1- 
year  interval  is  measured.  Activities  are  respon¬ 
sible  for  ■  rtifying  the  effective  dale  of  dues 
revocations. 

c.  An  SP  1 188,  "Revocation 
of  Vi.'untary  Authorization  for  Allotment  of 
Compensation  for  Payment  of  Labor  Organiza¬ 
tion  EXies,"  shall  be  used  by  an  employi-e  to 
voluntarily  revoke  an  allotment.  However,  a 
written  request  for  revoealion  of  an  allotment 
which  is  otherwise  in  order  and  signed  by  the 
employee  shall  be  accepted  and  acted  upon,  even 

lugh  it  is  not  submitted  on  a  SF  1188.  Unles.s 


the  collective  bargaining  agreement  provides 
otherwise,  the  employing  activity  is  rf.'sponslblc 
for  furnishing  the  SF  1188  to  employees  upon 
request. 

d.  Allotments  of  all  union 
members  are  terminated  automatically  when  the 
union  loses  its  eligibility  for  exclusive  recogni¬ 
tion.  Tennination  shall  bo  effective  at  the  begin¬ 
ning  of  the  first  pay  period  after  notification  is 
leceivcd  concerning  the  loss  of  recognition. 

e.  An  allotment  is  terminat¬ 
ed  when  an  employee  is  suspended  or  expelled 
from  union  membership.  Termination  of  dues 
shall  be  effective  at  the  iK’ginning  of  the  first  pay 
period  after  written  notification  is  received  that 
an  employee-  was  suspended  or  expelled  from 
inemliership. 

f.  An  allotment  Is  terminat¬ 
ed  when  an  employee  is  no  longer  a  member  of 
the  exclusive  bargaining  unit,  e.g.,  an  employee 
separates  from  the  employing  activity  or  is 
promoted  to  a  supervisory  posilion.  Termination 
of  dues  .shall  be  effective  with  the  final  pay 
check  or  at  ihe  U-ginning  of  the  first  pay  period 
after  notification  tliut  an  employee  left  the  exclu¬ 
sive  baigaining  unit,  as  appropriate. 

g.  l.^ues  allotment.s  may 
continue  fora  reasonable  time  where  a  question 
arises  as  to  whether  an  exclusive  bargaining  unit 
remains  appropriate  or  needs  to  be  clarified,  or 
whi8her  an  employee  left  the  bargaining  unit. 
The  need  to  clarify  a  unit,  or  detennine  its 
appropriateness,  could  arise  where  the  unit  is 
impacted  by  a  transfer  of  function  or  r('organi/.a- 
tion  and  could  ri-quire  llie  gaining  oigaiiizalion 
to  continue  dues  witliliolding.  Termination  of 
dues  would  be  effective  at  tlie  bc^ginning  of  the 
first  pay  period  after  notification  is  received 
concerning  the  ivsolutlon  of  the  representational 
question. 

J.  Charitable  eoniributions  to  a  CPC 
as  authorized  by  DoD  Dirrxtivi^  S()3.'5.1  (reference 
(ai))  and  IXiD  Instruction  .‘iOd.'j.S  (reference  (aj)). 
.■^k-e  5  C.P.R.  55()-.341-5.S().342  (referiMice  (1)). 
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1.  An  employee  may  initiate  a 
CFC  allotment  only  when  emplo3/cd  in  an  area 
in  which  a  CFC  authorized  by  0PM  exists. 
Generally,  employees  serving  under  an  appoint¬ 
ment  of  1  year  or  less  may  not  make  an  allot¬ 
ment.  Such  an  employee  may  make  an  allotment 
when  an  official  of  the  employing  agency  de¬ 
cides  that  the  employee  will  be  employed  long 
enough  to  jusnty  it.  This  includes  part-time  and 
interiiiitlent  employees  who  are  regularly  em¬ 
ployed. 

2.  Employees  or  CFC  agents 
must  submit  completed  authorization  forms  for 
the  CFC  allotment  to  the  liaison  office  by  the 
date  established  by  the  liaison  office  each  year, 
however,  if  forms  are  received  after  that  date, 
they  should  be  accepted  and  processed. 

3.  An  allotment  must  be  .'olun- 
tary,  based  (in  the  employee's  written  authoriza¬ 
tion.  Authorization  forms  m  standan’  formal 
shall  Ix!  printed  by  the  CFC  campaign  organiza¬ 
tions  at  each  location  and  shall  be  '*l.stributed  to 
employees  along  with  other  campaign  tnaierijls 
at  the  time  charitable  contr"  itic-.s  are  solicited. 

4.  Allotni!  ills  must  be  1-year 
term  allotments.  They  must  start  v/ith  the  first 
full  pay  period  starting  in  January  and  end  with 
the  lust  pay  period  tarting  in  IX’cenilKT.  An 
employee  not  on  duty  for  1  full  year  can  submit 
an  allotment  if  he  or  she  has  enough  service  time 
remaining  to  make  it  practical.  Three  months  or 
more  IS  a  rea.sonahle  period  for  an  allotment. 

.I.  Employees  shall  make  a 
single  allotment  of  an  (?qual  amount  to  lx-  de¬ 
ducted  each  pay  jieriod  during  the  year.  The 
minimum  amount  is  $1.1)0  biweekly  or  $2  if  pa.d 
on  a  monthly  basis.  Amounts  deducled  for 
teachers  paid  for  less  tlian  1  year  will  lx.'  acceler¬ 
ated  for  the  term  of  employment.  No  change  of 
amounts  can  be  aulluirized  during  the  term  of 
the  aliolment;  however,  an  employee  may  volun¬ 
tarily  discontinue  the  allotment  (in  writing)  at 
any  time.  If  the  aliolment  is  canceled,  it  cannot 
be  reinstated. 


6.  If  an  employee  transfers 
within  the  DoD  during  the  1  year  term  of  the 
allotment,  the  allotment  continues  unless  the 
traaster  is  to  or  from  an  OCONUS  area. 

K.  Purchase  of  savings  bonds,  Em¬ 
ployees  can  have  the  maximum  number  of 
.savings  bond  allotments  that  the  payroll  and/or 
bond  accounting  system  cun  accommodate. 

1.  An  employee  shall  authorize 
an  allotment  for  the  purchase  of  U.S.  Series  EE 
Savings  Bonds  on  SBD  2104,  "Ainhorization  for 
Purchase  and  Request  for  Change  United  States 
Series  EE  Savings  Bonds,"  An  SBD  2104  may  be 
obtained  from  the  nearest  civilian  personnel 
office.  The  SBD  2104  shall  remain  in  eflecl  unlil 
canceled  or  changed  in  wriling.  Keijuests  for 
.savings  bonds  allotments  llial  are  otherwise 
complete  but  lack  the  |iayei''s  SSN  shall  not  be 
proci'ssed. 

2.  Payroll  Deductions.  U..S. 
Series  EE  Savings  Bonds  willi  a  minimum  face 
value  of  $100  may  be  purclia.sed  Ihrough  payroll 
deduction.  T'he  minimum  jiayroll  deduction  for 
the.si  bonds  is  $5  per  pay  period.  Amounts 
greater  ilran  S.S  per  jiay  period  may  Ix^  estab¬ 
lished  if  that  uinounl  divides  evenly  inlo  the 
total  purchase  price  of  the  bond(s).  If  llie  earn¬ 
ings  for  a  given  pay  peri(>d  do  not  cover  the 
authorized  bond  dedueiion,  do  not  take  the 
ded’ictUm  for  tlial  pay  period. 

3.  Dating  Bonds.  A  bond  is 
dated  as  of  liie  first  day  of  llie  month  in  whicli 
at  least  one-half  oi  the  |nireliase  |M'ice  is  aecumu 
luted,  ntgardless  of  the  niinilier  of  payroll  deduc¬ 
tions  required  locoiiiplele  lite  full  purchase  price 
for  i.ssuance  of  the  bond,  l  itis  provision  permits 
llx'  purchase  of  larger  denomination  of  bonds 
willio  ji  lo,ss  of  interest.  I’he  full  puiciwse  price 
litasl  lu’  deducted  before  llie  bond  is  issued. 

4.  Aulltorizaiion  and  Di.scon- 

Hnuance. 

a.  Employee  compleles  and 
submits  SBD  2104  to: 
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(1)  Authorize  payroll 

deduction, 

(2)  Change  deduction, 
bond  denomination,  bond  ownership  or  address, 
or: 

(3)  Stop  deduction. 

b.  A  separate  authorizalioa 
SBD  2104,  Ls  required  for  each  allotment. 

5.  Employee  Transfers 

a.  Individual  transfers.  For 
employees  transferred  within  the  same  Compo¬ 
nent  or  to  another  Federal  Agency,  the  liaison 
office  will  require  that  the  employee  file  a  new 
SBD  2104  to  continue  btind  deductions.  Retroac¬ 
tive  bond  deductions  are  not  auth./rized. 

b.  Mass  transfers.  Refer  to 
subparagraph  060303. C.4.  for  pmcedures  involv¬ 
ing  mass  transfers. 

L.  Payment  of  dues  to  a  professional 
or  other  association.  One  allotment  in  a  calendar 
year  may  be  made  by  an  employee  to  an  a.ssocia- 
tion. 

M.  Voluntary  allotment  for  alimony 
and/or  child  support.  The  pay  regulations  of 
OPM  in  .h  C.F.R.  .^S0.371  (reference  (1))  provide 
for  the  u.se  of  voluntary  allotments  ti)  effect 
payment  for  child  support  and/or  alimony. 
Garnishment  orders  issued  for  alimony  and/oi 
child  suppt)rt  obligations  will  conlinui:  to  l>e 
enforced  as  involuntary  deductioas  as  di.scussed 
in  section  fl412  above.  Requests  for  voluntary 
allotment  for  alimony  and /or  child  support  shall 
be  verified  against  legal  agreements  or  court 
orders  to  easure  proper  mgistration.  A  written 
request  from  the  employee  to  the  civilian  payroll 
office  shall  be  used  to  substantiate  the  allotment. 
The  mquest  must  contain  the  name  and  addix-ss 
of  the  designated  allottee,  the  amount  of  the 
allotment,  and  the  signalum  of  the  prospective 
allotter.  The  allotiin'iit  may  Ix’  in  dollars  and 
cents.  Ihe  employee  must  agree  that  any  dis¬ 


pute  regarding  the  voluntary  allotment  is  a 
matter  between  the  allotter  and  the  allottee. 

(141403.  Allotments  Not  Authorized.  The 
following  allotments  are  not  authorized: 

A.  Collection  of  debts  to  private 
creditors  and  nongovernmental  agencies; 

B.  Contributions  to  charities,  except 
as  authorized  in  subparagraph  041402.J,; 

C.  Payment  of  insurance  premiums, 
except  as  authorized  in  subparagraphs  0414()2.C. 
and  041402.D.;  and 

D.  Payment  of  dues  to  civic,  fraternal 
or  other  organizations,  except  as  autliorized  in 
this  f>jragraph. 

041404.  Eiitiibililv  Rules.  Eligibility  for  Ihe 
making  of  an  allotment  is  dependent  on  such 
factors  as  residence  ot  employee,  place  of  em¬ 
ployment  and  type  of  allotment  de.sired.  The 
specified  rules  listed  below  are  summarized  in 
Table  4-7.  The  lal'le  musi  be  used  in  conjunction 
with  Ihe  specific  rules  listed  l)elow. 

A.  An  employee  may  make  an  allot¬ 
ment  ot  pay  as  provided  in  subparagraplrs 
041402.A.,  041402.11.1.,  and  04I402.C.  through  F., 
and  041402.K.  through  M.  when  Ihe  employee  is; 

1.  Assigned  to  a  post  of  duly 
outside  Ihe  continental  United  Slates  (OCONUS); 

2.  Working  on  an  assignment 
away  from  their  regular  post  of  duty  when  the 
as:;ignmi-nl  is  i-xpected  to  continue  for  3  monlhs 
or  more;  or 

3.  .Serving  ,is  an  officer  or 
member  of  a  crew  of  a  ves.sel  under  the  control 
of  the  F'ederal  Governinenl, 

B.  An  employee  whose  place  of 
employment  is  within  the  continental  United 
States  (CONUS)  may  authorize  an  allotmenl  of 
pay  as  provided  in  subparagraphs  04141)2.11.2,, 
()4i4()2.E.,  and  1)41402.K.  througli  M. 
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C.  An  employee  working  outside  his 
or  her  State  of  residence  who  iijs  a  legal  obliga- 
tio'.i  to  pay  income  taxes  to  the  State  or  the 
District  of  Columbia,  but  the  agency  has  no  legal 
obligation  to  withhold  those  taxes,  may  mak(!  an 
allotment  of  pay  for  the  purpose  specified  in 
subparagraph  041402.G. 

D.  An  employee  who  has  a  legal 
obligation  to  pay  city  and /or  local  taxes,  but  the 
agency  has  no  lc*gal  obligation  to  withhold  those 
taxes,  may  make  an  allotment  of  pay  for  the 
purpose  specified  in  subparagraph  041 402. H. 

E.  An  employee  who  meets  the 

eligibility  requirements  prescribed  in  DoD  Direc¬ 
tive  142().l  (reference  (ah))  as  a  labor  organiza¬ 
tion  member  may  make  an  allolment  of  pay  for 
the  purpiose  of  payment  of  labor  oipanii'ali(m 
dues  as  specified  in  subparagraph  041402,!. 

E.  An  employee  who  meets  the 

eligibility  requirements  prescrilHiJ  in  l>in  Direc¬ 
tive  5035.1  (reference  (ui))  may  make  an  allot¬ 
ment  of  pay  for  charitable  contributions  to  ChC 
as  specified  in  subparagraph  04I402.J. 

1)41405.  Emeruenev  Allotiiieiils.  Allot'iients 
may  he  authorized  to  hecoine  effective  during  an 
emergency  evacuation.  .Such  allotments  will  not 
iK'coine  effective  until  an  evacuation  order  has 
Ix’en  issued.  See  5  C.l  .K.  .550.401-5.50.407  (reler- 
ence  (1)). 

041400,  Allotments  for  l''()ivii;ii  N.\(ioii.ils. 
Foreign  nationals  eniployi'd  hy  llv  1  Jo!'!  and 
working  outside  their  own  country  on  assign 
ments  erf  3  or  mon’  montlis  duration  may  be 
permitted  to  make  allolmi'iil.s  for  any  of  the 
purposes  autliori/ed  in  par.igra)ili  041402., 
providing  all  other  provi.sioiis  of  section  04 14  are 
observed. 

1.  I'oreigii  nationals  lunployed 
by  the  L)oD  to  work  in  tlieir  own  countries  or  in 
the  Canal  Zone  may  he  permitted  to  make 
allotments  for  the  puiqioses  shown  in  subpara- 
gr.iphs  041402.1.  and  J.  and  to  jiay  premiums  on 
group  health  benefits  and  group  life  insurance 
siii)ject  to  llie  provisions  of  any  agn'cment 


between  the  U.S.  Government  and  the  foreign 
national's  country  of  cilizen.ship. 

2.  Foreign  nationals  may  be 
permitted  to  make  otlier  allotments  from  pay 
when  such  allotments  are  based  on  local  customs 
and  practices  or  are  jiutsuanl  to  treaties  or 
country-to-country  agreements. 

041407.  AHotmefil  Liini la  lions 

A.  A  power  of  attorney  will  not  be 
accepted  to  establish,  change,  or  di.scontinue  an 
allotment. 

H.  Allotment  payments  shall  be  made 
in  accordance  vaith  tiie  .schedule  vslahlished  by 
lOoD  provided  sucli  aliolnuml  ciiecks  are  not 
Issued  until  tile  relah'd  eainiiijis  li.ive  accrued. 
This  shall  be  stipulated  as  a  requiri’incnt  for  the 
allotment. 

C.  Except  as  provided  by  subpara.- 
graplis  '.)4l4t)2.b.,  K.,  and  M.,  a  DoD  employcf' 
shall  not  itave  more  than  one  allolment  payable 
to  the  same  .dli'llee  at  the  same  lime, 

D.  Alioinu'iil.s  will  not  excei’d  the  pay 

due  the  allot  ter. 

041408.  Disconlinuaiiee  of  Allolini'iu.s,  Allot¬ 
ments  will  lu'  discoiOinued: 

A.  L'pon  is'ccipt  of; 

1.  Nolice  of  rebremenl  or  sepa¬ 
ration  of  the  alloller. 

2.  Notice  that  the  allotle?'  lias 
been  placc-d  in  an  ext'Muieil  l.WDI’  slalu.s, 

3.  Written  notice  from  ihe 
allotler  unless  llii.s  rij’.ht  is  ollierwi.se  restricted 
by  law  or  esiablislied  labor  agreement. 

4.  Notice  of  dealli  of  llie  aliotter. 
I’aymiMil  will  not  lie  made  afler  notice  of  the 
allotler's  deatli,  even  tlioiij'.li  deiluctions  were 
made  from  Ihe  allotler's  p.iv  and  nol  paid  to  the 
allottee. 
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5.  Notice  of  death  of  allottee. 
Upon  notice  of  the  death  of  any  person  to  whvim 
an  allotment  is  payable,  the  civilian  payroll  office 
shall  stop  the  allotment  and  notify  the  allotter. 
All  nonriegotiated  allotment  checks  must  be 
returned  to  the  disbursing  officer  for  cancella¬ 
tion.  After  these  checks  are  canceled,  the  civilian 
payroll  office  shall  ivlund  the  money  to  the 
allotter. 

6.  Notice  that  the  whereabout'.; 
of  the  allottee  is  unknown. 

7.  Written  notice  to  cancel  tiie 

allotment(s). 

8.  1199A  with  SO.OO  in  the 
allotment  amount  block. 

B.  When  the  conditions  under  which 
an  allotment  was  permitted  no  longer  exist. 

C.  When  the  allotter  transfers  to  an 
installation  .serviced  by  a  different  civilian  pay¬ 
roll  office,  except  for: 

1.  An  allotment  for  CFG  contri¬ 
bution,  or 

2.  A  labor  organization  dues 
authorization  (when  the  employee  remains 
within  the  same  bar^'aining  unit). 

04141)9.  Allotments  -  Savittus 

A.  Proeedures 

1 .  Allolimmt  t  iijinres  or  Cancel¬ 
lations 

a.  Changes.  A  change  in 
the  amount  of  tlie  allotment,  financial  organiza¬ 
tion,  or  savings  account  to  lx:  credited  requires  a 
new  SF  1199A  to  be  executed  in  accordance  with 
instructions  on  the  form,  insert  the  new  allot¬ 
ment  amount,  not  the  amount  of  the  change,  in 
the  amount  block. 


b.  Cancellations.  Refer  to 
paragraph  041408.  for  conditions  under  which  an 
allotment  is  stopped. 

2.  Payroll  Procedures 

a.  Effective  Date.  Deduc¬ 
tions  for  allotmenhi  will  be  made  the  first  pay 
period  beginning  after  receipt  of  the  pixiperly 
executed  SF  n99A. 

b.  Allotment  Deductions. 
Deductioiis  for  allotments  shall  be  made  each 
pay  period  and  shall  lx;  taken  in  accor-dance  with 
fhe  order  of  precedence  outlined  in  section  040?,. 
If  the  net  pay,  after  ^ipplying  all  payroll  deduc¬ 
tions  ofherwi.se  required,  is  lo.s.s  than  (he  allot¬ 
ment  amount  when  only  one  aliotment  is  autho  ¬ 
rized,  the  allotment  shall  he  nullified  for  that  pay 
period.  If  the  net  pay  is  le.ss  lhan  the  aggregate 
amount  when  two  such  allotments  an*  autho¬ 
rized,  lx)lh  shall  he  nullified  for  that  pay  period. 

c.  Routing  Number.  F.adi 
financial  iastitulion  will  be  identified  by  a 
nine-digit  number,  (ag)).  Tl'.e  routing  number  is 
assigned  by  Rand  McNally  and  Company,  agent 
for  the  American  Banker's  Association.  This 
number  is  the  identification  infonnation  by 
which  Automated  Clearing  House  (ACH)  pay¬ 
ments  are  disirihuted  to  financial  iastiiutioas. 
ACH  is  a  facility  which  perforins  inter-bank 
clearing  of  paperless  enlries  lor  participating 
financial  iasiiiulions. 

B.  AllolinenI  Procedures  Oulsitle  llu; 
Coniinenlal  United  Slates  fOCONU.S) 

1.  An  employee  must  meet  one 
of  the  requiivments  below  before  they  can  make 
an  OCONUS  allotment.  'I  he  employi'c  must  be: 

a.  Assigned  to  a:i  OCONUS 

post  of  duty; 

b.  Working  on  an  assign¬ 
ment  away  fnim  his  or  Iter  their  regular  post  of 
duty  that  is  expected  lo  continue  for  .1  monihs  or 
more;  or 
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c.  Serving  as  an  officer  or 
mcmtx'r  of  a  vessel  under  'he  control  of  the  U.S. 
Government. 

2.  Only  allotments  in  whole 
dollar  amounts  (or  equivalent  in  value),  shall  be 
allowed  an  employee.  Refer  to  paragrapt- 
041404.  for  authori/ed  allotments  for  OCONUS 
employees. 

041410.  Withholding 

A.  Make  full  deductions  each  pay 
period  if  the  salary  is  enough  to  cover  the  de¬ 
duction,  even  if  an  employee  is  in  a  pay  status 
for  onlv  part  of  a  pay  period.  No  deductions 
shall  be  made  if  the  salary  amount  is  insufficient 
to  cover  the  deduction. 

B.  Retroactive  deductions  shall  not  ht' 
madi-  for  a  period  in  which  the  employee's  net 
pay  was  not  enough  to  withhold  the  allotment. 
Adjustments  shall  not  be  made  i.i  future  pay 
periods  for  amounts  the  civilian  payn)ll  office 
failed  to  deduct  in  the  current  pay  perknl,  unless 
requested  by  the  employee  in  writing.  Adjust¬ 
ments  shall  be  made  by  the  civilian  payroll  office 
lor  overdeductions. 

0415  THRIFT  SAVINGS  PLAN 

041501.  General.  TSl’  is  a  retirement  savings 
and  inve.stment  plan  for  Federal  emplovees. 
Congress  established  the  plan  as  part  of  the 
Federal  F.mployi>es'  Retirement  System  Act  of 
iyH6  (F  L.  W-335)  (reference  (e))  and  (5  U.S.C. 
K431-K440d)  (reference  (b)).  The  plan  offers  tx)th 
FEKS  and  CSRS  employees  tax  deferral  advan¬ 
tages  similar  to  those  on  an  individu  etire- 
ment  account  (IRA)  The  plan  is  admini.'tered 
by  the  Federal  Retirement  Thrift  Investment 
Boa  id  which  operates  the  plan  solely  for  the 
benefit  of  the  participants  and  their  Kmeficiaries. 
The  n'cnrdkiH'per  for  the  plan  is  the  NFC  in  Now 
Orieaas,  Louisiana,  NFC  issues  TSP  Bulletins 
providing  neccssar>’  guidance  relating  to  TSP 
operations  All  Bulletins  arv  to  Iv  retained 
pending  NFC's  disposition  instructioas.  The  law 
contains  a  definition  of  basic  pav  for  ISP  pur¬ 
poses.  bor  most  emplovees,  basic  pav  is  the 


same  as  gross  pay  earned.  See  5  U.S.C.  8431 
(reference  (b))  and  NFC's  detailed  definition 
appearing  in  TSP  Bulletins  87-16  and  87-31 
(reference  (ak)).  TSP  deductions  for  reemploycd 
annuitants  are  based  on  the  gross  salary,  not  the 
net  amount  after  subtraction  of  flic  offset.  Term, 
Temporary  Appointment  Pending  Establishment 
of  a  Register  (TAPER),  and  indefinite  appointees 
may  participate  in  TSP.  Employees  on  tempo¬ 
rary  (not  to  exceed  1  year)  or  intemnittent  ap¬ 
pointments  are  not  generally  covered  by  FEKS  or 
CSRS  and  are  not  eligible  to  participate  in  TSP 
(TSP  Bulletin  87-22)  (reference  (ak)). 

041502.  Participation  Rules.  Both  FERS  and 
CSRS  employees  are  eligible  to  join  the  TSP  plan. 

A.  FERS  employees  may  contribute 
up  to  10  percent  of  their  basic  pay  per  pay 
period  to  the  plan. 

B.  FERS  employees  receive  agency 
matching  coniributioas  up  to  5  percent  of  their 
basic  pay  contributed  each  pay  period.  The 
matching  is  dollar  for  dollar  on  the  first  3  per¬ 
cent  contributed,  and  fifty  cents  on  the  dollar  for 
the  next  2  percent. 

C.  FERS  employees  receive  agency 
automatic  contribution  of  1  percent  of  basic  pay 
whether  or  not  they  contribute  to  their  TSP 
accounts. 

D.  CSRS  employees  may  contribute 
up  to  5  percent  of  basic  pay  per  pay  period. 
CSRS  employee.s,  however,  do  not  receive  any 
agency  malching  or  automatic  contributions. 

E.  All  contributions  must  be  made 
through  payroll  deductions.  Lump-sum  contri¬ 
butions  are  not  permitteU. 

F.  Employees  may  coniribute  either 
a  whole  percentage  or  a  whole  dollar  amount, 

041.5(13.  Wht'n  to  Betrin  I  SP  PV-ductions.  Elec- 
tiono  made  during  an  open  season  become 
effective  no  earlier  than  the  first  full  pay  period 
beginning  in  the  last  month  of  that  open  season. 
Initial  enrollment  or  a  change  to  an  enrollment 
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can  only  occur  during  tho  TSP  open  season. 
However,  the  choice  to  stop  contributing  to  TSP 
is  permitted  at  any  time,  and  is  effective  at  the 
end  of  the  pay  period  in  which  that  election  is 
accepted  by  the  civilian  personnel  office. 

041504.  Enndlment 

A.  Employees  obtain  the  Fo-m  TSP-1, 
"TSP  Election  Form,"  from  their  civilian  person¬ 
nel  office, 

B.  FERS  and  CSRS  employees  can 
allocate  contributions  among  three  investment 
plan  funds. 

1.  Fund  G  consists  of  investment 
in  U.S.  Government  securities. 

2.  Fund  F  is  invested  in  guaran¬ 
teed  private-sector  investment  contracts,  certifi¬ 
cates  of  deposit,  and  other  securities  which  offer 
a  specified  interest  rate, 

3.  Fund  C  is  invested  in  a  group 
of  common  .stocks. 

C.  A  copy  of  the  Form  TSP-1  is  for¬ 
warded  to  the  civilian  payroll  office  from  the 
civilian  personnel  office.  For  those  civilian 
payroll  offices  using  the  personnel-pay  interface, 
the  data  to  estabiish  the  TSP  contributions  in  the 
master  record  will  flow  to  the  civilian  payroll 
office  electnmically.  However,  all  offices  must 
work  closely  with  the  civilian  personnel  office  to 
ensure  accurate  data  is  established  for  the  em¬ 
ployee  in  accordance  with  the  information 
provided  on  the  Form  TSP- 1 , 

041505.  Biweekly  Fnicessing  and  Accountini; 
Procedures 

A.  A  no-check-issue  procedure  is 
usv'd  to  traasfer  to  NFC  the  amount  collected 
from  employee  TSP  deductions,  as  weil  as  the 
agency  contributions.  Under  this  procedure,  the 
disbursing  office  does  not  use  a  check  as  the 
means  of  payment  to  NFC.  Funds  am  traas- 
ferred  to  NFC  using  the  DoD  accounting  proce¬ 


dure  and  the  TSP  Journal  Voucher  (Form  TSP-2 
or  certified  automated  listing). 

B.  Credit  the  amounts  due  NFC  to 
the  following  accounts; 

— F3ft86.6010  Employing  Agency  Automatic 
Contributions  to  FERS  Thrift  Savings  Plan. 
(Includes  the  automatic  1  percent  of  salary 
contribution  by  the  employing  agency  on  behalf 
of  all  FERS  employees.) 

-F3886.6020  Employing  Agency  Contribution  to 
Thrift  Savings  Plan  G. 

~F3886.6030  Employing  Agency  Contribution  to 
Thrift  Savings  Plan  F. 

-F3886.6040  Employing  Agency  Contribution  to 
Thrift  Savings  Plan  C. 

-F3886.6060  Employee  Contribution  to  Thrift 
Savings  Plan  G, 

-F38H6.6070  Employee  Contribution  to  Thrift 
Savings  Plan  F. 

-F3886.6()8t)  Employee  Coniriliulion  to  Thrift 
Savings  Plan  C. 

C.  Prepare  Form  TSP-2  in  accordance 
with  the  TSP  voucher/summary  type  output 
product  that  is  produced  from  the  automated 
system  or  use  a  certified  automated  listing. 
After  certification,  the  journal  voucher  (or  certi¬ 
fied  listing)  is  forwarded  to  NFC  together  with 
the  TSP  tape  produced  for  that  pay  period. 
Form  TSP-2  does  not  have  to  be  prepared  in  an 
integrated  system.  NFC  requests  receipt  of  the 
journal  voucher  (or  certified  listing)  and  tape  no 
later  than  2  workdays  prior  to  the  actual  payroll 
payment  dale.  They  are  to  bt;  shipped,  via 
express  mail  to  U.S.  Department  of  Agriculture, 
National  Finance  Cenler/TSP,  13800  Old  Gcntilly 
Road,  Builuiiig  350,  New  Oricare;,  LA  70129. 
Express  mail  receipts  shall  be  maintained  and 
recorded  in  the  TSI’  tape  processing  log  dis¬ 
cussed  in  subparagraph  041505. D.  If  the  Ac¬ 
knowledgment  of  Processing  Letteis  issued  by 
NFC  do  not  arrive  within  10  work  days  for 
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CONUS  civilian  payroll  offices  or  within  15 
workdays  at  ovei'seas  IcKatioas  after  the  TSP  tape 
has  been  mailed  to  NFC,  contact  the  record- 
keeper  to  determine  if  a  puKessing  letter  was 
issued  or  what  type  of  problem  exists  concerning 
the  processing  cycle  in  question.  If  the  capability 
exists,  NFC  requests  that  the  TSP  deductions  for 
that  pay  period  be  sent  hy  EFT  in  lieu  of  the 
tape. 

D.  A  TSP  tape  priKessing  log  must  be 
maintained  to  monitor  TSP  tape  submissions  to 
NFC,  'I’he  log,  at  a  minimum,  must  include 
a-port  number,  pay  date,  pay  period  number, 
date  of  certification,  date  mailed,  date  prcKessed 
by  NFC  and  amounts  processed.  The  contribu¬ 
tion  amounts  contained  on  the  original  journal 
voucher  (or  certified  listing)  must  be  compared 
with  the  processed  TSP  contributions  per  the 
Acknowledgment  of  Processing  Letters,  the 
Payroll  Recapitulation  Report  (rejected  items) 
and  the  TSP  contributions  per  the  Statement  of 
Transactions  to  ensure  that  the  amounts  pro¬ 
cessed  by  the  record  keeper  agree  or  can  be 
R’conciled  with  amounts  submitted  by  the  civil¬ 
ian  payroll  office.  The  log  need  not  Ik-  limited 
to  the  alx)ve  items.  It  can  include  such  addition¬ 
al  data  as  date  of  ioilial  run,  recycle  date.s,  dale 
of  the  final  run  or  ofher  data  that  would  be 
helpful  in  the  TSP  tape  processing  cycle. 

l)415()('i.  Correction  Procedures 

A.  NFC  has  published  regulations 
governing  the  correction  of  errors  (TSP  Bulletin 
87-64)  (reference  (ak)),  Procedua's  for  o'porting 
payments  and  adjustments  for  previous  calendar 
years  are  contained  in  ISP  Bulletin  90-22  (refer¬ 
ence  (ak)). 

B.  Civilian  payroll  offices  shall 
process  TSP  adjustments  within  14  days  of  when 
the  rejections  or  deletions  are  received. 

04 ISO?.  TSP  Discrepancies 

A.  TSP  discrepancies  arcr  differences 
Ix'twcen  amounl.s  entered  in  and  charges  made 
by  the  Treasury  to  the  IloDTSP  clearing  account 
ba.sed  on  transactions  submitted  to  NF'C  on  TSP 


tapes  and  adjustment  record  input.  The  differ¬ 
ences  may  be  caused  by  changes  made  to  the 
TSP  tape  before  it  is  sent  to  NFC,  where  entries 
are  not  adjusted  accordingly;  or  tran;:actioiis  (hat 
were  rejected  by  NFC  but  were  not  resubmitted, 
resulting  in  no  chaigc  to  the  TSP  clearing  ac¬ 
count. 

B.  The  civilian  payroll  office  shall 
ensure  that  all  transactions  involving  money 
amounts  submitted  on  the  TSP  tape  or  as  adjust- 
tnenLs  have  a  corresponding  entry. 

0416  TSP  LOAN  PROGRAM 

041601.  General.  Under  5  U.S.C.  8433(1)  (refer¬ 
ence  (b)),  all  TSP  participants  currently  em¬ 
ployed  are  eligible  to  obtain  a  TSP  loan.  A 
maximum  of  two  TSP  loans  per  employee  can  be 
current. 

041602.  Types  of  Loans.  Loans  can  be  made 
for  the  following  purposes; 

A.  I’urchase  of  primary  n;sidt’nce; 

B.  Educational  expenses; 

C.  Medical  expenses;  and 

D.  Financial  hardship. 

041603.  Loan  Minimum,  The  minimum 
amount  of  a  TSP  loan  i.s  SI, 000.  Employees  may 
only  borrow  their  own  eontribulioas  and  earn¬ 
ings. 

041604.  Interest  Rale.  I’he  interest  rale  shall  be 
the  G  Fund  rate  at  the  lime  llie  terms  of  the  loan 
are  established.  The  rale  is  fixed  at  that  level  for 
the  life  of  the  loan,  and  the  interest  paid  on  the 
loan  shall  go  back  to  IJk-  employee's  own  TSP 
account  and  i.s  not  lax  deductible. 

04l(iUS.  Biweekly  Processim;  and  Accounlini; 
Procedures 

A.  Ihe  civilian  payroll  office  shall 
receive  Form  TSP-22,  "TSP  Loan  Payment  Allot¬ 
ment  Form,"  from  NFC  after  it  has  issued  a 
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payment  to  the  employee.  This  iorm  must  be 
pmperly  certified  by  an  official  at  NFC.  The 
certified  Form  TSP-22sliall  contain  the  TSP  loan 
number,  pertinent  employee  data,  tlie  repayment 
information  and  the  DD./ER  muting  number. 

B.  Loan  repayment  via  DD/!iFT. 
This  prttcedure  shail  be  used  for  installatioas 
havine  DD/EFT  capabilities.  TST  loan  ropay- 
nienl.  shall  be  established  as  allotments  in  tie 
employee's  master  recortl.  Accounting  prtKU- 
dures  are  the  same  as  those  curmntly  used  fo‘ 
disbursement  of  net  pay  and  other  types  of 
allotments  except  the  same  type  ot  checkless 
remittance  and  TSP  clearing  account  procedures 
used  for  TSP  savings  doduciions  are  to  be  uti- 
liti^ed. 

C.  Uian  repayment  via  non-DD/EFT 
procedures.  Utilize  the  same  type  of  checkless 
remittance  and  TSP  clearing  account  procedures 
currently  used  for  I'SP  savings  deductions  (.see 
paragraph  041505.).  The  TSP  loan  clearance 
account  is  -XSHSd.oOOO,  I’repam  ihe  TSP  loan 
payment  input  ana  related  journal  vouchers  in 
accordance  with  the  pnicedures  pixividcd  in  TSP 
Bulletin  88-20  (.reference  (ak)).  Loan  payment 
data  and  the  journal  voucher  shall  lie  express 
mailed  to  NFC. 


041702.  Fcmm  668-W,  "Notice  of  Levy  (NOL)," 
shall  be  served  in  person  or  by  mail.  Service  by 
mail  is  limited  to  the  United  States,  its  territories 
and  possessions,  and  ships  at  sea.  The  NOL  is 
served  on  the  civilian  payroll  office  respoasible 
for  payments  to  the  employee.  The  NOL  will  be 
honored  by  all  civilian  payroll  offices  whether 
served  in  person  or  by  mail.  Once  a  NOL  is 
received  it  will  continue  in  effect  until  the  collec¬ 
tion  is  complete  or  until  the  iRS  releases  the 
levy.  The  11^  will  .send  an  original  and  two 
copies  of  the  NOL.  The  civilian  payroll  office 
shall  sign  and  date  all  copies  and  enter  the  time 
of  receipt  on  the  forms. 

041703.  Authorization  to  Sturt  Deductions.  The 
civilian  payroll  office  shall  make  deductioas 
from  the  current  salary  of  indebted  employees  if 
one  ot  the  conditions  below  exist: 


A.  Tlie  NOL  i.s  served  by  an  employ¬ 
ee  of  the  IRS  in  penzm  or  by  mail. 

B.  Agreement  in  writing  has  been 
made  between  an  indebted  employee  and  the 
IRS  to  liquidate  the  delil  Ihrougli  regular  deduc¬ 
tions. 


041704.  Waives  Subject  to  Lew 


0417  TAX  LEVY  FOR  UNIMID  NiDERAl, 
INCOME  TAX 

041701.  L.evvint’  Official  and  Levy  Restrictions. 
IRS  District  Direclors  are  aulliorized  under  2fi 
U.S.C.  6331  (reference  (/))  to  collect  delinquent 
Federal  income  taxes  by  levy  on  the  salary  or 
wages  of  any  U.S.  or  D.C.  employee.  The  levy  is 
served  against  tlie  "UkeTiome  pay"  of  the  em 
ployee.  That  is,  tlie  levy  shall  attach  only  to  tlie 
salary  check  or  cash  disbursement  the  employee 
vyould  receive  on  payday  if  it  weiv  not  for  the 
levy.  Empluyees  must  not  lie  allowed  to  in¬ 
crease  or  add  any  voluntary  allotments  after  a 
levy  is  ivceivi’d  in  the  civilian  payroll  office. 
Changes  that  increase  exi:;ting  voluntary  allot¬ 
ments  are  only  auLliori.'ed  after  Ihe  total  tax 
liability  ha::  been  p.sid  or  arrangements  have 
been  made  with  ihe  IKS. 


A.  The  NOl.  attaches  the  gross 
amount  of  the  accrued  wages  or  salary,  less  the 
following:  , 

1.  Ki'lirement  deductions, 

2.  Social  Security  and/or  Medi¬ 
care  deductions, 

3.  FEHB  deduclion.s, 

4.  FECLI  deductions, 

3.  I’ay  allached  orgarnished  for 
child  support  or  alimony. 


ernment. 


6.  Overpaymenis  due  the  Gov- 
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7.  Allowable  personal  exemp¬ 
tions,  certified  on  Form  668'VV,  parts  5  and  6 
subtitled  "Statement  of  Exemptions." 

B.  All  voluntary  allotments  and  bond 
allotments  aie  considered  items  of  pay  that  may 
be  subject  to  the  NOL.  The  civilian  payroll  office 
shall  not  start  a  new  voluntary  allotment  or  bond 
allotment  after  the  levy  is  received.  Unless  the 
IRS  instructs  the  civilian  payroll  office  that  a 
deduction  should  not  be  allowed,  the  taxpayer 
payroll  deductions  which  were  in  effect  when 
the  levy  was  received  shall  be  allowed  when 
determining  the  employee's  take  home  pay.  The 
civilian  payroll  office  shall  send  the  IRS  the 
taxpayer's  take  home  pay  minus  the  allowable 
exceptions.  7'his  action  shall  be  continued  until 
the  full  amount  of  the  levy  has  been  paid  to  the 
IRS.  The  NOL  shall  contain  instructions  for 
figuring  the  allowable  exceptions  fnun  the  levy. 
Tlie  IRS  may  notify  the  payroll  office  when 
different  procedures  should  be  followed  for 
specific  employees. 

(141705.  Notice  to  Emnlovecs 

A.  Parts  .7,  4,  and  5  of  Form  668-W 
pomiit  a  biweekly  personal  exemption  for  the 
employee  and  a  biweekly  exemption  for  each 
dependent.  The  amounts  are  changed  each  year 
by  the  IRS.  See  IKS  Publication  1494  (refemnee 
(al)).  A  copy  of  the  current  amounts  are  in¬ 
cluded  with  th(’  NOL.  The  employee  must 
certify  their  exemptions  on  parts  .4  and  4  of  the 
form. 

H.  Upon  ri'ceipl  of  the  NOL,  the 
civilian  payroll  office  shall  imiiiediaU'ly  advise 
the  employee  in  writing.  The  letter  must  include 
Form  h()h-W,  parts  2,  3,  4,  and  5,  as  an  enclosuiv. 
For  a  .sample  letter  see  Figure  4-2. 

C.  Normally,  an  employee  is  allowed 
3  w('rkday.s  to  return  parts  3  and  4  of  Form 
66H-W  after  receipt.  Civilian  payroll  offices  shall 
establish  timely  follow-up  procedures  to  imsure 
that  Form  668  W  is  returned  within  3  workdays 
after  receipt  of  the  notification  letter.  1  he  ivtum 
dale  for  Form  66K-W  shall  lx-  determined  by 
estimating  the  mail  transit  time  and  adding  3 


workdays.  If  known  circumstances  exist  (em¬ 
ployee  is  on  leave,  TDY,  etc.)  that  may  delay 
return  of  the  form,  the  civilian  payroll  office 
shall  request  guidance  tmm  the  IRS  office  that 
i.ssued  Ihe  levy.  When  parts  3  and  4  are  not 
returned  within  the  3-day  period,  and  no  unusu¬ 
al  circumstances  exist,  a  dependency  exemption 
shall  not  be  allowed  until  the  form  is  returned. 
The  minimum  personal  exemption  amount  shall 
be  allowed  the  employee  for  each  pay  period 
until  parts  3  and  4  of  Form  668-W  are  received 
in  the  civilian  paymll  office. 

D.  The  civilian  payroll  office  .shall 
return  the  original  part  1  of  Form  66K-W  to  the 
IRS  office  that  ordered  the  collection  with  the 
check  for  the  first  deduction  made  under  NOL. 
The  civilian  payroll  office  shall  return  part  3  to 
the  IRS  with  the  check  for  Ihe  first  dedi'ction 
made  after  the  employee  returns  the  properly 
completed  part  3.  If  the  employee  is  required  by 
a  court  judgment  (made  before  the  dale  of  the 
levy)  to  contribute  to  the  support  of  minor 
children,  that  amount  of  salary,  wages,  or  other 
income  is  already  exempt  from  Ihe  levy.  There¬ 
fore  the  employee  must  not  list  these  minor 
children,  as  exemptions  on  parts  3,  4,  and  .5  of 
Form  668-W. 

E.  If  the  civilian  employee  has  been 
reassigned  to  an  organization  serviced  by  anoth¬ 
er  civilian  payroll  office,  the  losing  civilian 
payroll  office  shall  inform  Ihe  proper  IKS  District 
Director  of  the  employee's  new  uddie.ss.  The 
losing  civilian  paymll  office  shall  mail  the  com- 
plel(‘  NOL  package  to  the  new  civilian  payroll 
office  for  jiroces.sing. 

F’.  If  Ihe  employee  has  moved  from 
overseas,  transferred  to  anotln.T  Government 
Agency,  separated  or  retired,  the  civilian  payroll 
office  will: 

1.  Return  the  NOL  to  the  IRS 
District  Director;  and 

2.  Note  the  employee's  new  ad- 
dre.ss,  if  known,  on  the  bottom  of  the  NOL. 


Liti 
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G.  If  the  civilian  payroll  office  receiv-  after  the  civilian  payroll  office  has  forwarded 

ing  the  NOL  has  no  record  that  payroll  service  amounts  from  the  levy  to  the  IRS. 

has  been  furnished  the  employee,  annotate  that 
fact  on  the  lx)ttom  of  the  NOL  and  return  it  to 
the  IRS  District  Director. 

041706.  Evidence  Received  That  the  Tax  Has 
Been  Paid 


A.  If  an  employee  produces  evidence 
that  the  full  amount  of  the  tax  has  been  paid,  the 
civilian  paymll  office  shall  record  on  the  bottom 
of  the  NOL: 

1.  The  date  of  payment; 

2.  The  manner  in  which  the  levy 

was  paid;  and 

3.  The  IRS  District  Directors's 
office  to  which  payment  was  made. 

B.  Adequate  evidence  of  payment 
shall  be  the  stub  of  the  money  order  or  the  can¬ 
celed  check  showing  payment  to  the  IRS.  If 
payment  was  made  by  money  older,  the  number 
and  locution  of  the  issuing  agent  shall  be  shown 
on  the  stub.  If  payment  was  made  by  check,  the 
name  and  location  of  the  bunk,  and  endorsement 
by  the  IRS  shall  be  shown.  There  are  two  forms 
issued  by  the  IRS  that  are  also  acceptable  as 
evidence  of  payment:  Form  66H-R,  "Release  of 
Levy  on  Wages,  Salary,  and  Other  Income,"  and 
Form  668-G,  "Provisional  Relea.se  of  Levy  on 
Wages,  Salary,  and  Other  Income."  Either  fom. 
serves  as  valid  notice  of  payment  or  release.  If 
no  deductions  were  made  from  an  employee's 
.salary  or  wages,  the  civilian  payroll  office  shall 
return  all  annotated  copies  of  the  NOL  to  the  IRS 
Center  that  issued  it.  The  civilian  payroll  office 
shall  not  keep  the  NOL.  If  an  overdeduction  has 
been  made,  the  civilian  payroll  office  shall 
annotate  the  amount  on  the  Form  66K-R  or  66K-G 
and  return  the  form  to  the  IRS.  IRS  siiall  then 
provide  a  refund  to  the  employee  of  any  excess 
money  collected.  The  civilian  payroll  office  shall 
infi/rm  the  employee  of  this  process  and  instruct 
tl.em  to  contact  the  IRS  office  that  issued  the 
NOL  if  no  refund  is  received  within  60  days 
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REPAYMENT  OF  LUMP-SUM  ANNUAL  LEAVE 

Date 

To; 

From: 

Under  the  provisions  of  the  Lump-Sum  Payment  Act  (Di?cembor  1\,  1944),  the  following 
stalemenl  is  furnished  for  submission  with  your  Federal  and  Slate  Income  Tax  ivturns  for  calendar 
year _ 


Name  and  Number  of  Kmployee 


refunded  during  the  calendar  year _ the  sum  of  $ _ ,  representing  refund 

of  Lump-Sum  Annual  Leave  payment  under  lite  provisions  of  the  Lump-Sum  Payment  Act.  The 

Form  W-2  (Wage  and  Tax  Statement)  ftir  calendar  year _ has  nol  been  decreased  by  this 

amount. 


Duty  Station 

Federal  Employer's  Identificalion  Number 

Slate  ldi:tilificalion  Number 

Typt’d  Nairn.!/  Title  and  Toiephniu* 

j 

Signalun' 

Copy  Forwarded  To: 

intornai  Revenue  .9ervice 

State  of _ 

City  or  County  of _ 


1 


Figure  4-1,  Lump-Sum  Annual  Leav.e  Rep.  yment  Sample  Format 
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Dear 


This 

$ _ 

collected. 


office  has  received  a  Notice  of  Levy  for  Federal  income  tax  against  your  pay  for 
_ .  This  attachment  against  your  pay  shall  remain  in  effect  until  the  total  debt  itas  been 


From  receipt  of  this  letter,  you  have  3  working  days  to  complete  the  enclosed  IRS  Form  668-W. 
Return  parts  3  and  4  in  the  enclosed  self-addressed  envelope;  parts  2  and  5  are  for  your  records. 


If  you  do  not  return  the  Form  668-W,  within  3  working  days,  a  personal  exemption  of  $ - ^^per 

pay  period  will  be  your  biweekly  salary.  The  remainder  of  your  check  will  be  forwarded  to  the  IRS. 

If  you  have  any  questions  concerning  this  levy,  contact  the  IRS  through  the  1-Si)l)  number  which 
appears  on  the  attached  Form  668-W. 


If  we  can  be  of  any  further  assistance,  please  contact  our  office  at  _ 
of  7;30  a.m.  and  4:00  p.m,  Monday  through  Friday. 


between  the  hours 


Sincerely, 


Enclosures 


Figure  4-2,  Notice  of  ’  -vy  Sample  Letter 


•  • 


•  •  •  • 


139 


Volume  8,  Chapter  04 


DoD  Financial  Management  Regulation 


ITEM 

FED. 

SOCIAL 

MED. 

STATE 

CITY/ 

RET. 

TSP 

TAX 

SECURITY 

LOCAL 

1.  Premium  pay;  Sunday, 
Holiday  and  Overtime; 

YES 

YES 

YES 

YES 

YES 

NO 

NO 

Standby  Duty  and  Adminis¬ 
tratively  Uncontrollable  Over¬ 
time 

YES 

YES 

YES 

YES 

YES 

YES 

YES 

2.  Basic  Pay 

YES 

YES 

YES 

YES 

YES 

YES 

YES 

3.  Differentials  include  Night, 
Hazardous,  Post  (nonforeign 
&:  foreign),  Staffing,  Supervi- 

YES 

YES 

YES 

YES 

YES 

NO 

NO 

sory 

4.  Other  Differentials;  Shift, 
Environmental,  and  Tropical 

YES 

YES 

YES 

YES 

YES 

YES 

YES 

5,  Lump-Sum  Leave 

YES 

YES 

YES 

YES 

YES 

NO 

NO 

6.  Severance  Pay 

YES 

YES 

YES 

YES 

YES 

NO 

NO 

7.  Awards 

YES 

YES 

YES 

YES 

YES 

NO 

NO 

8.  Allowances  include  Living 
Quarters,  Temporary  Quarters 
Subsistence,  Post,  h’oreign 
Transfer,  Separate  Mainte¬ 
nance,  Representation,  Official 
Residence,  Cuba  Benefit 

NO 

NO 

NO 

NO 

NO 

NO 

NO 

9.  Other  Allowances; 

a.  Nonforeign  Cost  of 

Living 

NO 

NO 

NO 

* 

* 

NO 

NO 

b.  Physicians  Comparability 

YES 

YES 

YES 

YES 

YES 

NO 

NO 

c.  Remote  Site 

YES 

YES 

YES 

* 

It 

NO 

NO 

d.  Danger  Pay 

YES 

YES 

YES 

YES 

YES 

NO 

NO 

e.  Retention 

YES 

YES 

YES 

YES 

YES 

NO 

NO 

10.  Recruitment  and  Reloca¬ 
tion  Bonuses 

YES 

YES 

YES 

YES 

YES 

- 1 

NO 

NO 

11.  Separation  Incentive  Pay 

YES 

YES 

YES 

YES 

YES 

NO 

NO 

*  Varies  by  state  and  city/locul  taxing  authority. 


Table  4-1,  Deductioas  Withheld  from  Civilian  Pay  for  CSRS  and  FKRS  Employees 
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E 


CALENDAR 

YEAR 

MAXIMUM 
GROSS  PAY 

SOCIAL 

SECURITY 

PERCENT 

MEDICARE 

PERCENT 

TOTAL 

PERCENT 

MAXIMUM 

TAX* 

1963  -  1965 

$4,800 

3.625 

.00 

3.625 

$  174.00 

1%6 

6,600 

3.85 

.35 

4.20 

277.20 

1967 

6,600 

3.90 

.50 

4.40 

290.40 

1%8 

7,800 

3.80 

.60 

4.40 

343.20 

1969  -  1970 

7,800 

4.20 

.60 

4.80 

374.40 

1971 

7,800 

4.60 

.60 

5.20 

405.60 

1972 

9,000 

4.60 

.60 

5.20 

468.00 

1973 

10,800 

4.85 

1.00 

5.85 

631.80 

1974 

13,200 

4.95 

.90 

5.85 

772.20 

1975 

14,100 

4.95 

.90 

5,85 

824.85 

1976 

15,300 

4.95 

.90 

5.85 

895.05 

1977 

16,500 

4.95 

.90 

5.85 

965.25 

1978 

17,700 

5.05 

1.00 

6.05 

1,070.85 

1979 

22,900 

5.08 

1.05 

6.13 

1,403.77 

1980 

25,9(X) 

5.08 

1.05 

6.13 

1,587.67 

1981 

29,700 

5,35 

1.30 

6.65 

1,975.05 

1982 

32,400 

5.40 

1.30 

6.70 

2,170.80 

1983 

35,700 

5.40 

1.30 

6.70 

2,391.90 

1984 

37,800 

5.70 

1.30 

**7.0 

•*2,532.60 

1985 

39,800 

5.70 

1.35 

7.05 

2,791.80 

1986 

42,000 

5.70 

1.45 

7.15 

3,003.00 

1987 

43,800 

5,70 

1.45 

7,15 

3,131.70 

1988 

45,000 

6.06 

1.45 

7.51 

3,379.50 

1989 

48, (KK) 

6.06 

1.45 

7.51 

3,604.80 

1990 

51,300 

6,20 

1.45 

7.65 

3,924.45 

1991*** 

53,400 

6.20 

3,310.80 

125,000 

1.45 

1,812.50 

1992 

55,5(K) 

6.20 

3,441.00 

130,200 

1.45 

1,887.90 

1993 

57,6(K1 

6,20 

3,571.20 

135,(X)0 

1,45 

1,957.50 

1994 

60,600 

6.20 

3,757.20 

1.45 

1995 

61,200 

6.20 

3,794.40 

1.45 

*  The  maximum  tax  may  vary  based  on  cost  of  living  increases.  The  Secretary  of  Health  and  Human 
Services  publishes  in  the  Federal  Keeister,  by  November  1  of  each  year,  the  amount  of  gross  pay  from 
which  deductions  are  to  be  made, 

“  The  combined  rate  of  Social  Security /Medicare  for  1984  was  7%.  Ilov/ever,  employee:;  were  given  a 
.3%  credit  applied  to  the  portion. 

Beginning  in  1991,  maximum  gross  wages  worn  separated  for  Social  Security  and  Medicam  purposes, 
The  maximum  gross  pay  allowed  for  Social  Security  is  listed  first  followed  by  the  maximum  for  Medican-, 
“**  There  arc  no  maximum  gros.s  wages  subject  to  Medicare  tax  and  no  maximum  tax. 


Table  4-2,  Percentage  Rates  of  FICA  (Social  Security/Medicare)  Deduction  and  Total  Maximum  Tax 


•  •  • 
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State 

Abbreviation 

Code 

State 

Abbreviation 

Code 

Alabama 

AL 

01 

Ohio 

OH 

39 

Alaska 

AK 

02 

Oklahoma 

OK 

40 

Arizona 

AZ 

04 

Oregon 

OR 

4! 

Arkansas 

AR 

05 

Pennsylvania 

PA 

42 

California 

CA 

06 

Rhode  Island 

RI 

44 

Colorado 

CO 

0« 

South  Carolina 

SC 

45 

Connecticut 

CT 

09 

South  Dakota 

SD 

46 

Dulavvaru 

DE 

10 

Tennessee 

TN 

47 

District  of  Colurnbia  DC 

11 

Texas 

TX 

48 

Florida 

FL 

12 

Utah 

UT 

49 

Georgia 

GA 

13 

Vermont 

VT 

50 

Hawaii 

HI  • 

15 

Viri'inia 

VA 

51 

Idaho 

ID 

16 

Washington 

WA 

53 

lilinois 

IL 

17 

West  Virginia 

WV 

54 

Indiana 

IN 

1« 

Wisconsin 

WI 

55 

Iowa 

lA 

19 

Wyoming 

WY 

56 

Kaasas 

KS 

20 

Kentucky 

KY 

21 

Louisiana 

LA 

22 

AREAS  OUTSIDE  THE  U.S. 

Maine 

ME 

23 

Maryland 

MD 

24 

Possession  or 

Massachusetts 

MA 

25 

Territoiy 

Code 

Michigan 

Ml 

2<) 

Minnesota 

MN 

27 

American  Samoa 

60 

Mississippi 

MS 

2« 

Defease  Complex 

;  Panama 

61 

Missouri 

MO 

.  29 

Canton  and  Hnderbury  Islands 

62 

Montana 

MT 

30 

Guam 

66 

Nebraska 

NE 

31 

Johnston  Atoll 

67 

Nevada 

NV 

32 

Midway  Islands 

71 

New  Hampshire 

Nil 

33 

Puei-lo  Rico 

72 

New  Jersey 

NJ 

34 

Ryuku  Islands,  Sr)uthern 

73 

New  Mexico 

NM 

35 

Swan  Islands 

74 

New  York 

NY 

36 

Trust  Territories  of  Pacific  Islands 

75 

North  CaiDlina 

NC 

37 

U.S.  Miscellaneous  L'arilibean  Islands  76 

Nortli  Dakota 

ND 

3K 

U.S.  Miscellaneous  Pacific  Islands 

77 

Virgin  Islands 

78 

Wake  Island 

79 

Table  4-3,  Statu  Abbtvviatioas  and  Nuinoric  Ci>dus 


142 


DoD  Financial  Management  Regulation 


Volume  8,  Chapter  04 


Volume  8,  Chapter  04 


DoD  Financial  Management  Regulation 


Table  4-4,  Willihcldiiix;  .‘■TTu.’uule  for  Hasic  Life  Insurance  (continued) 
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Code  Coverage 

A  Ineligible  for  life  insurance  coverage 

B  Waived  all  life  insurance 

C  Basic  life  insurance  only 

D  Basic  life  plus  Standard  Option 

E  Basic  life  plus  Family  Option 

F  Basic  life  plus  Standard  and  Family  Option 

C  Basic  life  plus  Additional  Option  with  1 
times  basic  pay 

FI  Basic  life  plus  Additional  Option  with  1 
times  basic  pay  and  Standard  Option 

I  Basic  life  plus  Additional  Option  with  I 
limes  basic  pay  and  Family  Option 

J  Basic  life  plus  Additiiinal  Option  with  1 
times  basic  pay  and  Standard  Option  and 
Family  Option 

K  Elasic  life  plus  Addii'ona!  Option  with  2 
times  basic  pay 

L  Basic  life  plus  Additional  Option  with  2 
times  basic  pay  and  Slandatd  Option 

M  Basic  lite  plus  Additional  ( 'ption  wit!',  2 
times  basic  pay  and  Family  Option 

N  Basic  life  plus  Additional  Option  with  2 
limes  basic  nay  and  Standard  Option  and 
Family  Option 


Code  Coverage 

9  Basic  life  plus  Additional  Option  with  3 
times  basic  pay 

P  Basic  life  plus  Additional  Option  with  3 
lime's  basic  pay  and  Standard  Option 

Q  Basic  life  plus  Additional  Option  with  3 
time's  basic  pay  and  Family  Option 

R  Basic  life  plus  Additional  Option  with  3 
time's  basic  pay  and  Standard  Option  and 
Family  Option 

S  Basic  life  plus  Additional  Option  with  4 
times  basic  pay 

T  Basic  life  plus  Additional  Option  with  4 
times  basic  pay  and  Standard  Option 

U  Ba.sic  life  plus  Additional  Option  with  4 
times  basic  pay  and  Family  Option 

V  Basic  life  plus  Additional  Option  with  4 
lime's  basic  pay  and  Standard  Option  and 
Family  Optiiin 

W  Basic  life  plus  Additional  Option  with  5 
times  basic  pay 

.X  Basic  life  plus  Additional  Option  with  5 
times  basic  pay  and  Standard  Option 

Y  Basic  life  plus  Additional  Option  with  5 
lime's  basic  pay  and  Family  Option 

7  B.isic  life  plus  Additional  Option  with  5 
tina's  basic  pay  and  Standard  Option  and 
Family  Option 


Tabli'  4-ti,  Itmplovees'  Lite  Insurance  Enmllmi'm  Status  Code' 
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ALIMONY  AND/OR 
CHILD  SUPPORT 

PROFESSIONAL 
AND  OTHER  ASSOC. 

SAVINGS  BONDS 

COMBINED  FEDERAL 
CAMPAIGN 

LABOR  ORGANIZATION 
DUES 

CITY  INCOME  tax 
state  income  tax 

HOME  LOAN 
REPAYMENT 

indebtedness 

TO  U  S.  GOVT. 

NATIONAL  SERVICE 
AND  GOVT,  life  ins 

COMMERCIAL 
life  INSURANCE 

FINANCIAL 
INSTITUTION  ACCT 


SUPPORT  Cr 

CEPENDEN’S 
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i  ?  2  5 
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Table  4-7,  Allotments  of  Pay 
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CHAPTER  05 
LEAVE 


0501  GENERAL  REQUIREMENTS 

050101.  The  type,  amount,  and  nature  of  leave 
benefits  arc  dependent  on  the  type  and  length  of 
employment,  military  status,  and  other  eligibility 
requirements.  See  5  U.S.C.  Chapter  63  (reference 
(b)),  FPM  Supplement  990-2,  Book  630,  (reference 
(k)),  and  5  C.F.R.,  Part  630  (reference  (1)). 

050102.  The  leave  objectives  to  be  met  by  pay¬ 
roll  operations  and  systems  are  that  leave  re¬ 
cords  are  properly  maintained  for  each  employ¬ 
ee;  leave  is  accurately  accrued;  leave  taken  is 
propc'rly  authorized  and  reported;  and  informa¬ 
tion  on  leave  use  and  accrual  is  accurately  deter¬ 
mined  and  promptly  provided  to  facilitate  col¬ 
lection  of  certain  leave-related  debts  from  em¬ 
ployees  and  preparatic?n  of  financial  report.s, 
including  those  for  errst  accounting  purposes. 

050103.  Leave  records  shall  be  maintained  to 
show  the  following  for  each  employee:  rate  of 
accrual  for  each  type  of  leave;  hours  or  days 
accrued  and  used  by  leave  typ<.':  and  hours  or 
days  advanced  by  leave  type.  Additional  docu¬ 
mentation  requirements  for  specific  'ypes  of 
leave  are  described  in  this  Chapter  in  the  para¬ 
graphs  discussing  each  type  of  leave.  The 
mechanized  leave  n-cord  is  created  automatically 
fnim  accession  leave  data  obtaii  ed  from  infor¬ 
mation  on  the  SF  50  aiid  SF  1150.  Annual  and 
sick  leave  balances  for  employees  traiisferring  in 
an*  furnished  to  the  civilian  paynill  office  on  the 
SF  1L50.  Prior  to  receipt  of  the  SF  1150,  the 
leave  balances  from  the  last  LES  issued  the 
employee  by  the  losing  civilian  payroll  of^'-e 
may  bi*  used.  Uptin  receipt  of  the  SF  1150,  the 
gaining  civilian  payroll  oflice  makes  any  neces¬ 
sary  adjustments.  See  subparj)^rupii  090202.C. 
tor  additional  guidance. 

050104,  AccujIs 

A.  The  leave  year  begins  with  the 
first  full  pav  period  starting  in  the  calendar  year, 
f  ur  leave  accruals,  the  civilian  payroll  system 
shall  contain  accurali’  intormafion  on  the  type  of 


appointment  for  each  employee  and  the  leave 
hours  or  days  to  which  the  employee  is  entitled, 
leave  earned  shall  be  accurately  accrued  for 
each  type  of  leave  using  coirect  rates  effective  at 
the  proper  times.  Reductions  shall  be  made  at 
the  ^ginning  of  each  leave  year  for  accumulated 
;avc  exceeding  statutory  limits.  Reduction; 
shall  be  made  in  accruals  for  annual  end  sick 
leave  when  necessary  to  reflect  extended  leave 
writhout  pay  or  absence  without  leave. 

6.  Annual  and  sick  leave  earned  .shall 
br"  posted  to  an  employee's  record  each  pay 
period  before  leave  taken  in  that  period  is 
charged  agairtst  leave  ’  dances.  During  a  pay 
period  in  which  an  employee's  service  is  inter¬ 
rupted  by  a  non-leave-caming  periixl,  he  or  she 
earns  leave  on  a  pro  rata  basis  (5  C.F.R.  63t).204) 
(reference  (1)).  For  example,  leave  shall  be 
prorated  when  an  employee  has  rt'employment 
rights  in  connection  with  military  service,  both  at 
the  time  of  separation  and  at  the  time  of  reem¬ 
ployment,  and  both  separation  and  memploy- 
menl  occur  within  the  normal  biweekly  pay 
period;  when  an  employee  is  in  receipt  of  injury 
oimpensahon,  both  at  the  bt'ginning  and  at  the 
end  of  the  nnnpay  status,  and  the  nonpay  status 
begias  and  ends  within  the  normal  biweekly  pay 
period;  when  an  employee  Iraasfers  to  an  agency 
having  a  different  pay  perit>d;  when  an  employ¬ 
ee  is  restored  after  a  period  of  unwarranted 
suspeasion  or  removal  for  which  retroactive 
compeasation  is  paid;  and  when  an  employee  is 
attending  schexil  or  college  as  a  student  trainee. 
Full-time  and  part-time  employees  who  change 
to  an  intermittent  work  sctiedule  during  the  pay 
period  are  eligible  to  have  their  leave  accruals 
prorated.  See  lable  5-1  for  proration  of  leave. 

050105.  To  support  the  time  and  attendance 
record,  employees  shall  request  approval  of 
leave.  Leave  used  shill  K*  documented  and 
appnived  in  writing  by  a  super\  isor  designated 
to  make  such  appnivals.  D<>cumenlalion  for 
leave  used  shall  show  the  dates,  times,  and  tv[H's 
of  leave  taken.  Employees  may  not  be  compen 
.sated  fitr  leave  taken  in  excess  of  li'ave  accrued 
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except  for  religious  observances  taken  for  which 
compensatory  time  off  for  religious  reasons  was 
not  worked  in  advance  and  for  authorized  ad¬ 
vance  leave. 

050106.  Unless  an  agency  establishes  a  mini¬ 
mum  charge  of  less  than  1  hour,  or  establishes  a 
different  minimum  charge  through  negotiations, 
the  minimum  chatge  for  leave  is  1  hour,  and 
additional  chaiges  are  in  multiples  thereof. 
DCPS,  however,  supports  increments  of  leave  at 
the  hundredths  of  an  hour. 

050107.  The  payroll  system  shall  be  integrated 
or  interfaced  with  general  ledger  and  cost  ac 
counting  .systems  to  ensure  prompt  and  accurali. 
collection  of  health  and  life  insurance  premiums 
from  employees  on  unpaid  leave,  when  required, 
and  court  reimbursements  for  time  served  as  a 
juror  while  on  court  leave,  when  required. 
Amounts  of  leave  accrued  and  used  and  their 
related  values  shall  be  maintained  to  compute 
leave  expenses  and  liabilities  by  designated 
general  ledger  and  cost  accounting  classifications 
and  to  report  externally. 

05010H.  See  Table  5-2  for  conversions  when 
there  is  an  insufficient  amount  of  the  type  of 
hours  requested. 

0.5o2  ANNUAL  LEAVE 

050201.  General.  Annual  leave  is  absence  with 
pay  for  personal  and  emergency  purposes.  An 
absence  which  is  otherwise  chargeable  to  sick 
leave  may  be  charged  to  annual  leave  if  ivquest- 
ed  by  the  employ"^  and  approved  by  the  super¬ 
visor,  Other  than  for  the  liquidation  of  advance 
sick  leave  indebtedness,  the  retroactive  .  ubstitu- 
tion  of  annual  leave  for  sick  leave  is  not  autho¬ 
rized.  A  substitution  of  annual  leave  for  sick 
leave  may  not  be  made  rein'  ctively  for  the  pur¬ 
pose  of  avoiding  a  forfeiture  of  annua,  ieave  .  i 

ciii.  i<i  (IIS.  icuv^  y%.iii. 

050202.  Amount  of  Annual  Leave  Earned 

A.  Annual  leave  is  earned  by 
full-time  and  part-time  employees.  Intermittent 
employees  (that  is,  employees  with  no  scheduled 
lour  of  duty)  do  not  earn  annual  leave.  Employ¬ 
ees  who  are  appointed  to  positions  not  limited  to 


less  than  90  days  are  entitled  to  annual  leave 
earning  upon  completion  of  the  first  biweekly 
pay  period.  Employees  whose  current  employ¬ 
ment  is  limited  to  less  than  90  days  are  entitled 
to  annual  leave  earning  only  after  being  current¬ 
ly  employed  for  a  continuous  period  of  90  days 
under  successive  appointments  without  a  break 
in  service.  After  completing  the  90-day  fjeriod, 
employees  are  entitled  to  be  credited  with  the 
leave  that  would  have  accrued  duritig  those  90 
days. 

B.  The  amount  of  annual  leave 
earned  depends  on  the  length  of  service. 
Full-time  employees  with  less  than  3  years  of 
service  cam  4  hours  of  annual  leave  per  biweek¬ 
ly  pay  period.  Full-time  employees  with  3  years, 
but  less  than  15  years  of  service,  earn  6  hours 
per  biweekly  pay  period.  In  the  last  full  pay 
period  of  the  calendar  year,  they  earn  4  addition¬ 
al  hours.  Full-time  employees  with  15  or  more 
years  of  service  earn  8  hours  per  biweekly  pay 
period.  Employees  must  be  employed  for  the 
full  biweekly  pay  period  to  be  entitled  to  accrue 
annual  leave  for  that  period.  An  employee  is 
coasidcred  to  have  been  empUtyed  for  a  full 
biweekly  pay  period  if  he  or  she  is  employed 
during  the  days  falling  within  that  period, 
exclasive  of  holidays  and  nonworkdays  estab¬ 
lished  by  Federal  statute.  Executive  Order,  or 
administrative  order  (5  U.S.C.  6302(b)  (refeance 
(b)). 

C.  Each  time  the  number  of  hours  in 
a  nonpay  status,  which  includes  all  nonpay 
hours  except  OVVCF,  in  a  full-time  employee's 
leave  year  equals  the  number  of  base  pay  hours 
in  a  pay  period,  the  civilian  payroll  .system  shall 
reduce  his  or  her  ca-diLs  for  leave  by  an  amount 
equal  to  the  amoun*  of  leave  the  employt'c  earns 
during  the  pay  period.  When  an  employee's 
numK’r  of  hours  of  nonpay  status  does  not 
aquia*  a  reduction  of  leave  credits,  the  civilian 
payniii  system  shaii  da)p  those  hours  of  nonpay 
status  at  the  end  of  the  employee's  leave  year. 

D.  Part-time  emplivyees  with  regu¬ 
larly  .scheduled  tours  of  duly  earn  leave  for  the 
time  they  aa-  in  a  pay  statu  .  Part-time  employ¬ 
ees  with  less  than  3  years  of  service  earn  1  hour 
of  annual  leave  for  each  20  houi'  in  a  pay  status. 
Part-lia.e  employees  with  3  years,  but  less  than 
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15  years  of  service,  earn  1  hour  of  annual  leave 
for  each  13  hours  in  a  pay  status.  Part-time 
employees  with  15  or  more  years  of  service  earn 
1  hour  of  annual  leave  for  each  10  hours  in  a 
pay  status.  Hours  in  a  pay  status  in  excess  of  an 
activity's  basic  working  hours  (normally  80 
hours)  in  a  pay  period  are  disregarded  in  com¬ 
puting  the  leave  earnings  of  a  part-time  employ¬ 
ee.  (Note:  Part-time  cmploi'tes  may  carry  over 
from  one  pay  period  to  the  next  those  excess 
hours  that  are  not  evenly  divisible  by  10,  13,  or 
20  hours,  as  applicable.  These  hours  will  be 
added  to  the  next  pay  period  work  hours  for 
leave  accrual,)  See  5  C.F.R.  630.202  (b)  and 
630.303  (reference  (1)). 

E.  Annual  leave  earned  shall  be 
posted  to  an  employee's  record  each  pay  peritKl 
before  annual  leave  taken  in  that  period  is 
charged  against  annual  leave. 

050203.  Uncommi^n  Tours  of  l~>utv,  l.eave 
Accruals,  and  Charues  to  Lc’ave 

A.  Employees  who  work  a  24-hour 
shift  or  a  72-hour  workweek,  such  as  firefighters, 
accrue  leave  based  on  the  uncommon  tours  of 
duty.  The  72-hc)ur  workweek  leave  accrual  tor 
up  to  3  years  of  service  is  7  hours  per  biweekly 
pay  period  and  12  hours  for  the  last  full  pay 
period  of  the  calendar  year.  For  3  to  15  years  of 
service,  the  accrual  i.s  11  hours  per  biweekly  pay 
period  and  13  hours  for  thi'  last  full  pay  period. 
For  IS  or  more  years  of  service,  the  accrual  i.s  14 
hours  per  biweekly  pay  period  and  24  hours  for 
the  last  full  pay  periixl. 

B.  Employees  v.'ho  work  standby 
toc^  of  56-hour  workweeks,  such  as  fire  chiefs, 
with  up  to  3  years  of  service  accrue  5  hours  per 
biweekly  pay  period  and  21  hours  tor  the  last 
full  pay  period  ol  the  calendar  year.  Employees 
with  3  to  15  years  of  service  accrue  8  hours  per 
biweekly  pay  period  and  24  hours  the  last  full 
pay  period.  Employees  with  15  or  mom  years  of 
service  accrue  11  hours  per  biweekly  pay  periird 
and  16  hours  for  the  last  full  pay  period. 

C.  Employees  who  work  uncommon 
tours  of  duty  are  charged  leave  on  an 
hour  for-hoor  basis  for  lime  off.  For  example,  an 
emplovee  working  a  72-hour  workweek  would 


be  charged  72  hours  for  a  week's  absence.  See 
5  C.F.R.  630.210  (reference  (1))  and  FPM  Supple¬ 
ment  990-2,  Book  630,  paragraph  S2-6  (reference 
(k)). 

050204.  Limitations  and  Variances 

A.  The  maximum  carry  forward  from 
1  leave  year  to  another  is  usually  240  hours.  See 
paragraph  050408.  regarding  unlimited  annual 
leave  carryover  for  civilian  DoD  employees  who 
are  employed  at  installations  that  are  facing 
planned  base  closures.  Employees  stationed 
outside  the  United  States,  who  meet  the  condi- 
lioas  for  eligibility  established  by  5  U.S.C. 
6304(b)  (reference  (b))  and  5  C.F.R.  630.302 
(reference  (1)),  may  carry  forward  a  maximum  of 
360  hours.  Employees  returning  from  an  assign¬ 
ment  outside  the  continental  United  Stater, 
(OCONUS)  may  carry  forward  the  balance  of 
leave  to  their  credit  at  the  end  of  the  pay  period 
which  includes  the  date  the  employee  departs 
for  reassignment.  If  an  employee  is  placed  on 
detail  to  another  OCONUS  assignment,  the  date 
he  or  she  ceases  to  perform  duty  at  the  detailed 
post  is  considered  the  date  the  employee  departs 
for  reassignment.  Annual  leave  in  excess  of  240 
hours  which  was  accumulated  under  5  U.S.C. 
6304(b)  (reference  (b))  by  an  employee  wlio 
becomes  subject  to  the  240  hour  maximuni  carry 
forward  remaias  to  the  credit  of  the  employee 
until  used.  The  excess  annual  leave  is  reduced 
at  the  beginning  of  the  first  full  biweekly  pay 
period  occurring  in  a  leave  year,  by  the  amount 
of  annual  leave  the  employee  used  during  the 
preceding  year  that  is  in  excess  of  the  amount 
which  accrued  during  that  year.  This  pn)ce.ss 
continues  until  the  employee's  accumulated 
leave  does  nt>l  exceed  240  hours. 

B.  The  following  formula  is  used  to 
arrive  at  the  maximum  hour  aceumuiatiun  for  a 
newly  assigned  standby  employee  who  has  a  30- 
day  maximum  accumulation.  Multiply  240  times 
the  number  of  hours  in  the  standby  workweek; 
then  divide  the  result  by  40.  Using  this  formula, 
the  maximum  accumulation  for  an  employee 
with  a  72- hour  .standby  workweek  would  be  432 
hours.  For  an  employee  with  a  56-hour  standby 
workweek,  the  maximum  accumulation  would 
be  336  hours,  5h!c  FPM  Supplement  990-2,  Book 
6.30,  paragraph  S2-6  (mference  (k)). 
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C.  There  is  a  90-day  (720-houi') 
maximum  limitation  on  the  amount  of  annual 
leave  that  an  SES  member  may  carry  over  from 
one  leave  year  to  the  next.  SES  members  with 
accumulated  annual  leave  that  exceeds  90  days 
(720  hours)  are  allowed  to  retain  their  excess 
annual  leave  in  a  personal  leave  ceiling  as  of  the 
first  day  of  the  first  applicable  pay  period  begin¬ 
ning  after  October  13,  1994.  The  amount  of 
annual  leave  credited  to  an  SES  member's  per¬ 
sonal  leave  ceiling  will  be  based  on  the  amount 
of  annual  leave  accumulated  by  the  employee  as 
of  the  end  of  the  pay  period  preceding  the  first 
applicable  pay  period  beginning  after  October 
13,  1994.  Annual  leave  accrued  for  any  pay 
period  during  only  a  portion  of  which  the  em¬ 
ployee  served  under  an  appointment  to  the  SF.S 
shall  bo  prorated. 

D.  Executive  Schedule  employees 
generally  do  not  accrue  leave,  5  U.S.C.  6301  (2)(x) 
(reference  (b)).  Any  unused  annual  leave  that 
remaiivs  to  his  or  her  credit  immediately  before 
an  employee  moves  to  an  appointment  under  the 
Executive  Schedule  shall  be  liquidated  by  a 
lump-sum  payment,  5  U.S.C.  5.‘i.‘il(b)  (reference 
(b)).  Lump-sum  annual  leave  payments  are 
based  on  the  rate  of  pay  the  employee  was 
receiving  immediately  before  the  date  5  U.S.C. 
6301(2)(x)  (reference  (b))  became  applicable  to 
liim  or  her.  If  a  career  appointee  is  appointed  at 
a  rate  of  basic  pay  which  is  equal  to  or  greater 
than  the  rate  payable  for  Level  V  of  the  Execu¬ 
tive  Schedule,  the  caiver  appointee  may  elect  to 
continue  under  leave  provii.ions  as  if  the  career 
appointee  had  remained  in  the  SES  position  fnim 
which  appointed. 

t)f)<)205.  Advance  Criteria.  The  current  leave 
year  accrual  of  annual  leave  may  be  advanced  if 
approved  by  the  supervisor  and  if  there  is 
reasonalile  assurance  the  employee  will  be  in  a 
duty  status  long  enough  to  earn  the  advanced 
leave.  Doubtful  eases  sh-ail  Ik’  disapproved. 
Subsequent  loss  of  accrual  may  result  in  an 
indebtedness  situation.  An  employee  is  ni'f 
required  to  refund  advanced  leave  when  he  or 
she  dies,  retires  for  disability,  or  resigns  or  is 
separated  tx’cause  of  disability  which  prevents 
him  or  her  from  returning  to  duty  or  continuing 
in  the  service,  and  wliich  is  the  basis  of  the 


separation  as  determined  by  the  employing 
office  on  medical  evidence  acceptable  to  it. 

050206.  Unused  Annual  Leave.  Upon  separa¬ 
tion  from  Federal  employment,  all  employees  are 
entitled  to  a  lump-sum  payment  for  the  balance 
of  their  annual  leave  account.  See  5  U.S.C.  5551 
(reference  (b)).  Emf'Ioyees  who  enter  on  active 
duty  in  the  Armed  Forces  are  entitled  to  elect  to 
have  the  leave  remain  to  their  credit  until  they 
return  from  active  duty.  See  section  0307  for 
additional  information  on  lump-sum  leave 
payments. 

050207.  Transferred  Employees.  For  transferred 
employees,  see  subparagraph  090202.C.  for  the 
iasiructioas  for  the  SF  1150  to  transfer  annual 
leave  balances. 

0503  SICK  LEAVE 

050301.  General.  Sick  leave  Ls  pmvided  for  an 
employee's  use  when  rock,  injured,  confined  by 
pregnancy,  required  to  give  care  to  u  mcmlxir  of 
his  or  her  immediate  family  who  is  afflicted  with 
a  contagious  disease,  or  the  health  of  others 
would  be  jeopardised  by  his  or  her  presence  on 
duty  because  of  expiwure  lo  a  ct>ntagious  dis¬ 
ease,  or  for  medical,  dental,  or  optical  appoint¬ 
ments. 

050302.  Amount  of  Sick  Leave  Eamed 

A.  Full-time  employees  earn  4  hours 
of  sick  leave  for  each  full  biweekly  pay  period. 
Employees  on  uncommon  fours  of  duty  accrue  7 
hi'urs  of  sick  leave  per  pay  period  for  a  72-hour 
workweek  and  .5  hours  of  sick  leave  per  pay 
period  for  a  56-h()ur  workweek.  Each  time  the 
number  of  hours  in  a  nonpay  status,  which 
includes  all  nonpay  hours  except  OWCP,  in  a 
fuil-time  employee's  leave  year  (iquals  the  num¬ 
ber  of  base  pay  hours  in  a  pay  period,  the  civil¬ 
ian  payroll  sy.sfein  shall  reduce  his  or  her  credits 
for  sick  leave  b)  an  amount  equal  to  the  amount 
of  sick  leave  the  employee  earns  during  the  pay 
period.  Part-time  employees  earn  1  hour  of  sick 
leave  for  each  20  hours  in  a  pay  status.  They 
may  not  earn  more  than  4  hours  of  sick  leave  for 
KO  hours  in  a  pay  status  during  any  biweekly 
pay  period.  Intermittent  employee;,  do  not  earn 
sick  leave. 
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B.  Sick  leave  earned  shall  be  posted 
to  an  employee's  record  each  pay  period  before 
sick  leave  taken  in  that  period  is  charged  agairvst 
the  sick  leave  balance. 

050303.  Limitations  and  Variances 

A.  There  is  no  limit  on  accrued  balance.s 
of  sick  leave.  Sick  leave  i.i  recredited  after  a 
break  in  service,  if  the  break  is  not  more  than  3 
years  (5  C.F.R.  630.502  (reference  (1)).  Annual 
leave  may  be  changed  to  sick  leave,  if  the  em¬ 
ployee  becomes  ill  during  a  period  of  annual 
leave. 

B.  Executive  Schedule  employees  gener¬ 
ally  do  not  accrue  leave  (5  U.S.C.  6301(2)(>'i 
(reference  (b)).  Any  unused  leave  that  remains 
to  his  or  her  credit  when  an  employee  moves  to 
an  appointment  under  the  Executive  Schedule 
will  be  certified  on  an  SF  1153  by  the  civilian 
payroll  office.  The  SF  1150  wilt  be  sent  to  the 
civilian  personnel  office  for  retention  in  the 
Official  Personnel  Folder  (OPF),  until  the  em¬ 
ployee  is  reemployed  in  a  leavc-acctuing  posi¬ 
tion  or  separated  from  the  Executive  Schedule 
position.  Career  appointees  appointed  at  a  rate 
of  basic  pay  equal  to  or  greater  than  the  rate 
payable  for  Level  V  of  the  Executive  Schedule, 
may  elect  to  continue  to  have  leave  provisions  as 
if  the  career  appointee  remained  in  the  SLS 
position  fmm  which  appointed. 
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050305.  Unused  Sick  Leave.  Employees  arc  not 
paid  for  unused  sick  leave  upon  separation.  The 
unused  sick  leave  balance  upon  retirement  or 
death  is  shown  in  the  Remarks  column  under 
Service  History  on  the  SF  2806/3100.  See  5 
C.F.R.  630.209  (reference  (I)). 

050306.  Transferred  Employees.  For  employees 
transferred,  see  subparagraph  090202.C.  for  the 
instructions  for  the  SF  1150  to  transfer  sick  leave 
balances. 

0504  RESTORED  LEAVE 

050401.  General.  Except  as  otherwise  autho¬ 
rized  by  regulation,  annual  leave  restored  under 
5  U.S.C.  6304(d)  (reference  (b))  must  be  sched¬ 
uled  and  u.scd  not  later  than  the  end  of  the  leave 
year  ending  2  yeans  after: 

A.  The  date  of  restoration  of  the 
annual  leave  forfeited  because  of  administrative 
error;  or, 

B.  The  date  fixed  by  the  agency  head, 
or  his  designated  official,  as  the  termination  date 
of  the  exigency  of  the  public  busine.ss  wliich 
re.sulted  in  forfeiture  of  the  annual  leave;  or, 

C.  The  date  the  employee  is  deter¬ 
mined  to  be  recovered  and  able  to  return  to  duty 
if  the  leave  was  forfeited  because  of  sickness. 


050304.  Advance  Criteria.  In  cases  of  serious  050402.  Approval  Rccjuiivnienls.  The  following 

disability  or  illness,  employees,  except  those  requirements  must  be  met  iK'fore  forfeited  annu- 

serv'itig  under  a  limited  appointment  or  with  a  al  leave  can  lx-  considered  for  restoration: 

specified  tc>Tr'.ination  date,  may  be  advanced  up 

to  30  days  sick  leave,  or  equivalent  for  uncoin-  A.  Use  of  the  annua!  leave  must  have 

mon  tours  of  duty.  L  nployi-ps  should  submit  been  scheduled  in  writing  before  the  start  of  the 

requests  in  writing  for  advance  sick  leave  to  the  third  biweekly  pay  period  prior  to  the  end  of  the 

leave-approving  official.  Advance  sick  leave  leave  year;  and 

should  not  be  granted  if  it  appears  likely  that  the 

employee  will  not  return  to  duty  long  enough  to  B.  The  detenninaiion  that  an  exigen- 

oam  the  leave.  Employees  must  repay  any  cy  is  of  major  importance,  and  therefore  annual 

advanced  sick  leave  unless  the  separation  is  leave  may  not  be  used,  must  lx?  made  by  the 

caused  by  death,  disability  reliremcnl,  or  a  head  of  a  major  field  headquarters  nr  major  field 

disability  which  prevents  the  employee  fmm  iristallation  in  compliance  with  5  C.F.R.  630.305 

returning  to  duty  or  continuing  in  She  service,  (refenmee  (I)). 

and  which  is  the  hasi>  of  the  separation  as 

determined  by  the  employing  offiv.e  on  medical  0)50403.  Time  Limit.  For  an  extended  exigency 

evidence  acceptable  to  it,  See  5  U.S.C.  6307  of  the  public  business,  the  time  period  for  use  of 

(reference  (b)).  re-stored  leave  i-  2  year;  for  ea-jh  calendar  year. 
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or  part  thereof,  during  which  the  exigency 
existed.  This  time  period  starts  at  the  beginning 
of  the  leave  year  following  the  leave  year  in 
which  the  exigency  is  declared  to  be  ended.  An 
cxtefided  exigency  Ls  one  that  threatens  the 
nahonal  security,  safety  or  welfare;  lasts  more 
than  3  calendar  years;  affects  a  segment  of  an 
agency  or  occupational  cla.ss;  and  precludes 
subsequent  use  of  both  restored  and  accrued 
annual  leave  within  the  time  limit  specified  in  5 
U.S.C.  6304(d)  (reference  (b))  and  5  C.F.R. 
630.306  and  630.309  (reference  (1)).  Entry  into  the 
SES  docs  not  change  the  time  limit,  established 
under  5  C.F.R.  630.306  (reference  (1)),  during 
which  restored  leave  must  bo  used  in  order  to 
avoid  forfeiture. 

050404.  Separate  I,eavo  Account.  The  payroll 
system  shall  maintain  three  separate  restored 
leave  accounts.  Restored  annual  leave  must  be 
credited  to  a  separate  leave  account  identifying 
the  date  of  restoration,  the  date  of  forfeiture,  the 
amoi  nt  credited  for  use,  the  amount  of  u.sage, 
and  the  unused  balance.  Restored  annual  leave 
is  not  inc'uded  in,  and  does  not  increase,  the 
maximum  annual  leave  carryover  for  an  employ- 


030405.  Time  and  Attendance  Reports.  Time¬ 
keeping  instnictions  in  paragraph  0202t)3.  specify 
the  method  to  bo  used  to  identify  the  leave 
account  to  be  charged. 

050406.  Forfeitup‘  of  Annual  Leave.  Kestturd 
annual  leave,  if  unu.sed  at  the  expiration  of  the 
time  limitation,  is  forfeited  with  no  further  right 
to  restoration. 

050407.  Lump-Sum  Pavmenl.  Upon  separation, 
employees  entitled  to  lump-sum  payment  shall 
be  paid  for  their  unused  restored  annual  leai'e  if 
such  leave  has  not  been  forfeited.  If  the  leave  is 
forfeited  because  of  an  administrative  error,  a 
claim  must  be  filed  within  3  years  of  the  dis¬ 
covery  of  the  administrative  error  leading  to  the 
forfeiture  (5  U.S.C.  63()4(e))  (ix'ference  (I?)).  Em¬ 
ployees  entering  active  duly  in  the  Armed  Forces 
may  not  elect  to  have  leave  remain  to  their  credit 
until  their  return  from  active  duty  (.5  U.S.C.  5552 
and  6304)  (reference  (b))  See  .section  t).3{)7  for 
additional  inSonnation  on  lump-sum  leave 
payments. 
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050408.  Unlimited  Annual  Leave  Carryover 

A.  Section  6304(d)  of  5  U.S.C.  (refer¬ 
ence  (b))  was  amended  so  that  civilian  DoD  em¬ 
ployees  who  arc  employed  at  installations  that 
are  facing  planned  base  closures  may  carry  into, 
the  next  leave  year  more  than  240  hours  of 
annual  leave.  Annual  leave  accumulated  in 
excess  of  240  hours  at  closing  bases  under  this 
provision  will  be  considered  restored  leave.  This 
provision  is  effective  October  23,  1992,  and  does 
not  cover  leave  restored  before  that  date,  and 
will  expire  December  31,  1997.  For  employees 
with  annual  leave  restored  under  Section  4434  of 
P.L.  102-484  (reference  (c))  who  transfer  prior  to 
base  closure  or  as  a  result  of  base  closure,  the 
expiration  dale  to  schedule  and  use  the  leave 
will  be  the  end  of  the  leave  year  ending  2  years 
after  the  date  of  transfer.  If  a  decision  is  made 
that  relocation  from  the  elosing  installation  will 
be  within  the  commuting  area,  the  expiration 
dale  to  schedule  and  use  the  annual  leave  re¬ 
stored  under  Section  4434  of  P.L.  102-484  (refer¬ 
ence  (e))  will  be  the  end  of  the  leave  year  ending 
2  years  after  the  date  of  the  decision. 

15.  Civilian  personnel  offices  will 
furni.sh  eivilian  payn>ll  offices  with  listings  by 
the  end  of  each  leave  year  that  identify  each 
employee  who  is  eligible  (including  those  who 
were  eligible  in  prior  years  and  those  who  are 
newly  eligible)  for  restoration  of  annual  leave 
under  this  provision.  The  list  will  contain  each 
eligible  employee's  full  name,  SSN,  and  employ¬ 
ing  activity.  The  list  shi>uld  be  labeled  "Employ¬ 
ees  eligible  for  annual  h'ave  restoration  under 
Section  4434  of  P.L.  102-484,"  or  an  equivalent 
heading,  ane*  it  should  be  .signed  by  the  person¬ 
nel  officer.  'I  his  listing  should  K“  separate  and 
distinct  from  any  empli>yee  listing,  form,  or 
memorandum  wiiich  is  used  to  inform  civilian 
payroll  offices  that  an  employee's  annual  leave 
is  to  Iw  rc'stored  under  pnivisions  of  5  C.F.R. 
630.306  (reference  (I)). 

0505  RESTORED  LEAVE  RESUl.TING 
FROM  cbRKECTION  OF  UNIU.STIFIED  OR 
UNWARRANTED  PCR.SONNEL  ACTION 

050501.  Annual  leave  that  is  reston’d  to  an 
employee  as  a  n’sult  of  the  correction  of  an 
unjasMfied  or  unwarranted  personnel  action  in 


•  • 
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excess  of  the  maximum  leave  accumulation 
authorized  by  law  must  be  credited  to  a  separate 
leave  account  for  use  by  the  empioyec  (5  C.F.R, 
550.805(g))  (reference  (1))  and  (FPM  Supplement 
090-2,  Book  550,  paragraph  S8-8)  (reference  (k)), 
This  restored  leave  shall  be  referred  to  as  rein¬ 
stated  leave.  Annual  leave  in  such  a  separate 
account  must  be  scheduled  and  used  as  provid¬ 
ed  in  the  following  subparagraphs.  If  leave  is 
not  used  within  the  prescribed  lime  frames,  it 
shall  be  forfeited.  See  5  U.S.C.  5596(b)(1)(B) 
(reference  (b)). 

A.  Full-Time  Employees.  Excess 
annual  leave  of  416  hours  or  less  must  be  sched¬ 
uled  and  used  by  the  end  of  the  leave  year 
ending  2  years  after  the  date  on  which  the  leave 
is  credited  to  the  separate  account.  This  period 
is  extended  by  1  year  for  each  additional  208 
hours  of  excess  annual  leave  or  any  portion 
thereof.  Sec  Table  5-3. 

B.  Part-Time  Employees.  These  em¬ 
ployees  shall  schedule  and  use  excess  annual 
leave  in  an  amount  equal  to  or  less  than  20 
percent  of  the  employee's  scheduled  tour  of 
duty  over  a  period  of  52  calendar  weeks  by  the 
end  of  the  leave  year  ending  2  years  after  the 
date  on  which  the  annual  leave  is  credited  to  the 
separate  account.  This  perUxi  shall  be  extended 
by  1  leave  year  for  each  additional  number  of 
hours  of  excess  annual  leave  or  any  portion 
thereof,  equal  to  10  percent  of  the  employee's 
scheduled  tour  of  duty  over  a  period  of  52 
calendar  weeks.  See  Table  5-3. 

0506  COMPENSATORY  TIME  USED 

050601.  Compensatory  time  off  in  lieu  of 
overtime  pay  derives  from  entitlement  to  pay  for 
overtime  work  (i.e.,  work  in  excess  of  8  hours  in 
a  day  or  40  hours  in  a  week,  ordered  in  advance 
by  management).  Additionally,  compensatory 
time  off  is  extended  to  both  GS  and  PAS  em¬ 
ployees  working  a  flexitime  schedule;  however, 
only  GS  employees  are  authorized  compereiatory 
time  off  under  compressed  schedules.  Refer  to 
5  U.S.C.  6122,  6123,  6127,  and  6128  (rcference  (b)) 
and  5  C.F.R.  550.114  (reference  (1)), 

0.50602.  Compensatory  time  off  must  be  grant¬ 
ed  to  an  employee  within  a  reasonable  time  after 


the  overtime  is  worked.  The  limit  for  the  use  of 
compensatory  time  is  the  end  of  the  26th  pay 
period  after  that  in  which  the  overtime  was 
worked.  The  unused  compensatory  time  shall 
then  be  paid  at  the  overtime  rate  at  which  it  was 
earned.  National  Guard  Technicians  may  not  be 
paid  overtime  and  must  use  compensatory  time 
within  26  pay  periods  after  it  is  earned. 

050603.  When  an  employee  separates  or  trans¬ 
fers  to  another  employing  activity,  unused 
compensatory  time  balances  shall  be  paid  at  the 
overtime  rate  in  effect  when  the  compensatory 
time  was  earned.  Title  32  National  Guard  tech¬ 
nicians  shall  forfeit  any  unused  compensatory 
time  when  they  separate  or  transfer  to  another 
employing  activity, 

0507  COMPENSATORY  TIME  OFF  FOR 
RELIGIOUS  REASONS 

050701.  Section  5550a  of  5  U.S.C.  (reference  (b)) 
provides  for  compeasatory  time  off  for  religious 
observances.  An  empioyec  whose  personal 
religious  beliefs  require  not  working  during 
certain  pcriiwls  of  time  may  elect  to  work  com¬ 
peasatory  time  for  the  time  lo.st  to  meet  those 
religious  mquirements.  An  employee  who 
works  compeasatory  time  for  religious  reasoas 
shall  be  granted  equal  compensatory  time  off 
fn>m  the  scheduled  tour  of  duty  (5  C.F.R. 
550.1002)  (reference  (1)).  See  subparagraph 
030302.F.  for  additional  information  regarding 
compensatory  time  off  for  religious  reasons. 

0.508  LEAVE-SHARING  PROGRAMS  (VOL¬ 
UNTARY  LEAVE  TKANSFEK  AND  VOLUN¬ 
TARY  LEAVE  BANKl 

050801.  General.  The  "Federal  Employees 
Ix'ave  Sharing  Amendments  Act  of  1993,"  P.L. 
103-103  (reference  (e)),  makes  permanent  the 
voluntary  leave  traasfer  and  voluntary  leave 
bank  program.s.  The  Act  a;quia‘S  all  agencies  to 
operate  a  lejve  transfer  prvtgram.  allows  a!! 
agencies  to  establish  leave  banks  at  any  time, 
permits  employees  to  participate  in  both  pni- 
grains,  eliminates  the  requirement  to  count  any 
advanced  leave  an  employee  may  have  when 
determining  whether  the  employee  qualifies  to 
be  a  leave  recipient,  and  permits  leave  recipients 
who  exhaust  traitsfomed  leave  to  use  leave 
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accrued  while  in  a  transferred  leave  status.  The 
Act  took  effect  on  February  5,  1994.  Under  P.L. 
100-566  (reference  (e)),  leave  sli.iring  programs 
for  Federal  workers  were  experimental  and 
would  have  terminated  on  October  31,  1993. 

050802.  Voluntary  Leave  Transfer  Program.  In 
accordance  with  5  C.F.R.  630.901  et  seq,  (refer¬ 
ence  (1)),  Federal  employees  may  donate  annual 
leave  to  other  employees  who  need  leave  be¬ 
cause  of  a  medical  cmeigency.  Medical  emer¬ 
gency  used  heroin  is  defined  as  a  medical  condi¬ 
tion  of  an  employee  or  a  family  member  of  an 
employee  (as  defined  In  5  C.F.R.  630.902)  (refer¬ 
ence  (1))  that  may  require  an  employee's  absence 
from  duty  for  a  prolonged  period  of  time  and 
result  in  a  substantial  loss  of  income  to  the 
emplifyee  because  of  the  unavailability  of  paid 
leave. 

A.  Interagency  leave  transfer  is 
mandatory  if  any  of  the  following  conditions  are 
met; 

1.  If  a  family  member  of  a  leave 
recipient  is  employed  by  another  agency  and 
requests  the  traitsfer  of  annual  leave  to  the  leave 
recipient. 

2.  If,  in  the  judgment  of  the 
leave  recipient's  employing  agency,  thi;  amount 
of  annual  leave  Iratisferred  from  leave  donors 
employed  by  the  Kiave  recipient's  employing 
agency  may  not  be  sufficient  to  meet  the  needs 
of  the  leave  recipient. 

3.  If,  in  the  judgment  ol  the 
leave  recipient's  employing  agency,  accc'ptanceof 
leave  transferred  from  another  agency  would 
further  the  purpose  of  the  Voluntary  Leave 
Transfer  Program  (5  C.F.R.  630.9()6(f)  (reference 

(I))- 

B.  Li;ave  donors  may  not  contribute 
to  an  immediate  supervisor.  The  annual  leave 
donated  must  be  accrued  and  available  at  the 
date  of  donation.  The  niaximunr  amount  of 
annual  leave  that  may  Ix'  donated  during  the 
leave  vear  shall  be  the  les.ser  of: 

1.  One-half  c.f  the  amount  of 
annual  leave  he  or  she  would  he  entitled  to 


accrue  during  the  k'ave  year  in  which  the  dona¬ 
tion  is  made;  or 

2.  The  number  of  hours  remaining 
in  the  leave  year  (as  of  the  date  of  the  transfer) 
for  which  the  leave  donor  is  scheduled  to  work 
and  receive  pay. 

These  limitations  may  be  waived  according  to 
the  agency's  established  written  criteria.  The 
waivers  shall  be  documented  in  writing. 

C  The  donated  leave  may  be  u.sed  by 
the  recipient  only  for  the  documented  medical 
emergency.  It  may  not  be  used  for  any  other 
purpo.se.  The  law  provides  that  a  leave  recipient 
will  cam  annual  and  sick  leave  while  using 
donated  leave,  but  i  ly  up  to  40  hours  of  each, 
which  are  placed  in  separate  accounts  for  use 
after  the  recipient  exhausts  all  donated  leave  or 
tile  medical  eineigeney  ends.  An  employee  may 
use  any  annual  or  sick  leave  accrued  while  in  a 
shared  leave  status  if  the  medical  emergency 
continues  after  the  leave  recipient  exhausts  all 
transferred  leave.  Leave  accrual  (or  employees 
who  use  donated  leave  intermittently  shall  be 
prorated  between  the  regular  leave  accounls  and 
the  .separate  leave  accounts  until  the  maximum 
accrual  is  reached  or  termination  of  the  emergen¬ 
cy.  Accruals  are  prorated  basi  d  on  the  number 
of  hours  ol  donated  leave  used  within  the  pay 
period. 

D.  Upon  termination  of  the  medical 
emergency,  the  unused  donated  leave  shall  be 
transferred  prc)  rata  back  to  each  donor  (5  C.F.R. 
630.911)  (reference  (I)).  Each  donor  has  an  elec¬ 
tion  as  to  how  the  leave  is  to  be  recredited  fnim 
the  following  oplioas: 

1.  Crediting  the  donated  annual 
leave  to  the  donor's  annual  leave  account  in  the 
current  leave  year; 

2.  Crediting  the  donated  annual 
leave  to  the  donoF.s  annual  leave  account  effec¬ 
tive  as  of  the  first  day  of  the  first  leave  year 
beginning  after  the  date  of  election;  or 

3.  Donating  such  leave  in  whole 
or  part  to  another  leave  recipient. 
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E.  The  civilian  payroll  office  shall 
process  all  leave  balances,  restore  unused  balanc¬ 
es  and  track  the  identified  civilian  payroll  office 
cost. 

050803.  Voluntary  Leave  Bank  ProtTram.  Under 
the  Voluntary  Leave  Bank  Program  (5  U.S.C. 
6361-6,373)  (reference  (b))  and  (5  C.F.R.  630.1001 
et  seq.l  (reference  (1)),  employees  can  make  a 
specified  contribution  of  annual  leave  to  their 
agency's  leave  bank  in  order  to  become  leave 
bank  members.  See  5  C.F.R.  630.1004  (g) 
through  (i)  (reference  (1))  for  minimum  leave 
contributions.  Should  a  leave  bank  member 
experience  a  medical  emergency,  he  or  she  can 
apply  to  the  leave  bank  board  for  withdrawal  of 
annual  leave  from  the  leave  bank. 

050804.  Participation  in  Both  Programs.  The 
law  permits  an  employee  to  participate  in  both 
leave  transfer  and  leave  bank  programs  in  the 
same  agency  for  the  same  medical  emeigency  if 
his  or  her  agency  has  established  both  programs. 

0509  HOLIDAY 

050901.  When  Mo  Work  Is  Performed.  An  em¬ 
ployee  in  u  pay  status  on  either  the  regularly 
scheduled  workday  preceding  a  holiday  or  on 
the  regularly  scheduled  workday  succeeding  a 
holiday  is  entitled  to  straight-time  pay  for  the 
holiday,  regardless  of  his  status  on  the  holiday 
not  worked. 

A.  Regular  full-time  employees 
receive  their  regular  straight-time  pay,  including 
night  differential  and  shift  differential,  for  holi¬ 
days  on  which  they  are  not  required  to  work. 

B.  Part-time  employees  receive  their 
regular  pay  for  holidays  falling  on  their  regular¬ 
ly  scheduled  workdays.  When  an  installation  is 
closed  for  an  "in  lieu  of"  holiday  that  falls  on  a 
part-time  employee's  regularly  scheduled  work¬ 
day  and  the  employee  is  prevented  from  work¬ 
ing  on  that  day,  the  installation  may  excuse  the 
employee  from  duty  by  an  administrative  order 
or  grant  the  employee  annual  leave  or  LWOP  for 
the  hours  scheduled  to  be  worked  on  that  day. 
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C.  Intermittent  employees,  including 
experts  and  consultants,  with  no  regularly  sched¬ 
uled  tour  of  duty  receive  no  compensation 
unless  actual  work  is  performed. 

050902.  When  Work  Is  Performed.  See  holiday 
premium  pay  provisions  in  paragraph  030305. 

0510  CREDIT  HOUR.S 

051001.  Credit  hours  may  be  worked  only  by 
employees  on  flexible  schedules.  Credit  hours 
arc  hours  in  excess  of  the  basic  work  require¬ 
ment,  but  within  the  tour  of  duty.  Credit  hours 
shall  be  earned  and  used  in  the  same  increments 
as  other  leave.  Credit  hours  arc  earned  when 
work  is  performed  at  the  option  of  the  employee. 
The  hours  are  in  excess  of  the  employee's  basic 
work  requirement  (8  houis  in  a  day,  40  hours  in 
a  week,  or  80  hours  in  the  biweekly  pay  period). 
Credit  hours  arc  disti.nguishcd  from  overtime 
hours  in  that  they  are  not  officially  ordered  in 
advance  by  management.  See  5  U.S.C.  6121-6126 
(reference  (b)). 

051002.  A  full-time  employee  may  accumulate 
not  more  than  24  credit  hours  to  be  carried 
forward  for  credit  against  a  later  pay  period.  The 
24  credit  hours  carried  forward  must  be  account¬ 
ed  for  the  .same  as  other  types  of  leave  (5  U.S.C. 
6126)  (re'ference  (b)). 

051003.  A  part-time  employee  is  limited  to  the 
credit  hours  to  be  carried  forward  on  a  pro  rata 
basis.  For  carry-over  purposes,  a  part-time 
employee  may  carry  over  credit  hours  from  1 
biweekly  pay  period  to  a  subsequent  biweekly 
pay  period,  in  an  amount  equal  to  25  percent  of 
the  biweekly  scheduled  hours  of  work. 

051004.  The  employee  receives  no  additional 
pay  for  credit  hours  when  these  hours  are  credit¬ 
ed  to  hir  or  her  account.  Credit  hours  are  con¬ 
sidered  a  part  of  the  basic  work  requirement 
(nonovertime  work)  in  the  biweekly  pay  period 
to  which  they  are  applied.  An  employee  is 
entitled  to  his  or  her  basic  rate  of  pay  for  credit 
hours.  Credit  hours  shall  be;  paid  at  the  employ¬ 
ee's  current  hourly  rate  when  an  employee  is  no 
longer  subject  to  a  flexible  work  schedule  pro¬ 
gram  or  upon  separation  (5  U.S.C.  6126(b)) 
(reference  (L)).  For  full-time  employees  not  more 
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than  24  accumulated  credit  hours  can  be  paid. 
For  part-time  employees,  credit  hours  which  arc 
not  more  than  25  percent  of  such  cmployee'.s 
biweekly  scheduled  hours  can  be  paid. 

051005.  Credit  hours  shall  not  be  used  by  an 
employee  to  increase  the  entitlement  to  overtime 
pay.  An  employee  shall  not  be  paid  Sunday  pay 
or  holiday  pay  for  credit  hours.  Whether  an 
employee  is  entitled  to  night  pay  for  credit  hours 
on  the  workday  in  which  taken  depends  on  the 
rules  for  night  pay.  Credit  hours  shall  be  con¬ 
sidered  daytime  hours;  whenever  possible.  For 
example,  if  an  employee's  schedule  includes 
daytime  and  nighttime  hours,  credit  hours  may 
be  applied  only  to  the  daytime  portion  of  the 
schedule.  An  employee  has  the  right  to  use 
earned  credit  hours,  subject  to  the  activity's 
aulhorily  to  approve  the  time  at  which  they  may 
be  used  (5  U.S.C.  6123(c))  (reference  (b)). 

051006.  There  is  no  limit  on  the  number  of 
credil  hours  which  may  be  accumulated  during 
the  biweekly  pay  period.  Any  credit  hours 
worked  in  a  pay  period  that  exceed  the  24-hour 
maximum  carryover  must  be  taken  during  that 
pay  peiiod,  or  they  will  Ik>  forfeited. 

0511  timf:  off  as  an  incentive 

AWARD 

1151101.  'Aulhori/ed  by  5  U.S.C.  4502(e)  (refer¬ 
ence  (b)),  a  time-off  award  may  be  granted  in 
lieu  of  cash  (5  C.F.K.  451.301-451.307)  (reference 
(!)).  See  subparagraph  0.j1102.C.  for  additional 
information. 

0512  hXCUSKD  ABSENCE 

051201.  General.  Excu.sed  absence  is  an  ab¬ 
sence  from  duly,  administratively  authorized, 
without  loss  of  pay  and  without  charge  to  leave. 
Agency  heads  rrr  their  designees  have  authority 
to  grant  excused  absence  in  limited  circumstanc¬ 
es  for  the  benefit  v)f  llie  agency's  mission  or  a 
Government-wide  recognized  and  sanctioned 
purjiose.  The  following  are  some  of  the  more 
common  situations  in  which  agencies  generally 
excuse  absence  without  charge  to  leave.  See 
Fi’M  Chapter  630,  Subchapter  11  (refertmee  (am)) 
and  DoD  1400.25-M,  CPM  Supplement  090-2, 
630. SI  1  (reference  (u)). 


051202.  Blood  Dr^nation.  Employees  who  serve 
as  blood  donors  shall  be  excused  from  work 
without  charge  to  leave  for  the  time  necessary  to 
donate  the  blood,  for  recuperation  following 
blood  donation,  and  for  necessary  travel  to  and 
from  the  donation  site  (30  Comp.  Gen.  521 
(1951))  (reference  (p)).  The  maximum  cxcusal 
time  shall  not  exceed  4  hours  except  in  unusual 
cases.  When  an  employee  must  travel  a  long 
distance,  or  when  unusual  need  for  recuperation 
occurs,  up  to  an  additional  4  hours  may  be 
authorized. 

051203.  Closure  of  Installations  nr  Activities. 
When  uiiipliiyoes  are  prevented  from  working 
due  to  extreme  weather  conditions  or  other 
SC"  ere  disruptions,  administrative  leave  may  he 
granted. 

051204.  TardiiU’ss  and  Brief  Absence.  Excusal 
for  tardine.ss  and  brief  absences  is  limited  to 
periods  of  le.ss  than  1  hour.  The  absence  may 
also  be  compeiV'ated  for  by  additional  work  or 
may  be  chaiged  against  any  compensatory  lime 
the  employee  may  have  to  his  or  her  credit  or 
may  be  charged  to  annual  leave,  LWOP  (with 
the  employee's  coasent),  or  AWOL. 

051205.  Reeisterinu:  and/or  Votimr.  Excusal 
from  duty  for  registering  and  Air  voting  in  any 
election  or  referendum  for  a  reasonable  period  of 
lime  is  aulhurized.  Generally,  employees  are 
excu.sed  from  duty  to  permit  them  to  report  for 
work  3  hours  after  the  polls  open  or  to  leave 
work  3  hours  before  the  polls  dose,  whichever 
results  in  the  le.sser  amount  of  time  off.  Employ¬ 
ees  on  flexible  work  schedules  will  be  excused 
only  hir  those  hours  which  cannot  bo  accom¬ 
modated  by  their  flexible  schedules. 

05’. 206.  Takinu  Examinations.  This  applies 
only  to  exams  given  by  or  taken  at  the  request  of 
the  employing  activity.  Employees  shall  be 
excused,  without  chaise  to  leave  or  loss  of  pay, 
for  all  examinations  required  for  converting  to 
career-conditional  appointments  or  for  required 
noncompetitive  examinations  within  the  same 
employing  activity 

051207.  Attending  Conferences  or  Conventions. 
Employees  may  be  excused  to  attend  conferences 
or  conventions  when  it  is  determined  that  the 
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attendance  will  serve  the  best  interest  of  the 
Federal  service.  Excused  absence  of  this  type 
shall  be  limited  to  5  working  days  per  calendar 
year.  Such  absences  may  be  restricted  to  those 
situations  in  which  the  employee  is  an  official 
representative  of  the  organization  involved  or  is 
a  contributor  on  the  agenda.  Employees  shall 
not  be  excused  to  attend  conferences  or  conven¬ 
tions  of  political  parties  or  partisan  political 
groups  or  committees. 

051208.  Representing  Employee  Oreaniyations. 
Representative  leave  hours  shall  be  reported  by 
ti'iroc  separate  categories.  The  categories  are 
liogotiationii,  on-going  labor  and  management 
committees,  and  grievance  and  appeals.  Ab.sence 
charged  as  representative  leave  may  be  subject  to 
the  provisions  of  local  negotiated  agreements 
and/or  supervisory  approval. 

0513  COURT  LEAVE 

051301.  Employees  are  authorized  court  leave 
with  pay  when  summoned  in  connection  to 
serve  as  a  juror,  or  as  a  witness  in  a  nonofficial 
capacity  on  behalf  of  any  party  in  connection 
witli  any  judicial  proceeding  to  which  the  United 
State.s,  the  District  of  Columbia,  or  a  State  or 
local  government  is  a  party.  See  5  U..S.C.  6322 
(refeamce  (b)). 

(151302.  If  an  employee  is  on  annual  leave 
when  called  for  jury  duty  or  witness  service, 
court  leave  shall  be  substituled.  No  chary, e  shall 
be  made  to  annual  leave  for  the  court  .service. 

051303.  An  employee  who  is  under  prxiper 
summons  from  a  court  to  serve  on  a  jury  should 
be  granted  court  leave  for  the  entire  period, 
regardless  of  the  number  of  hours  per  dry  or 
days  per  week  he  actually  serves  on  the  jury 
during  the  periixi.  Jury  service  for  which  an 
employee  is  entitled  to  court  leave  dixss  not 
include  periods  when  the  employee  is  excused  or 
dischaiyed  by  the  court,  either  fur  an  indefiiiile 
period,  subject  to  call  by  the  court  or  for  a 
definite  period  in  excess  of  1  day.  Therefore,  an 
employee  may  be  required  to  return  to  duty  or 
be  charged  annual  leave  if  excused  from  jury 
service  for  1  day  or  even  a  substantial  part  of  a 
day.  The  employee  may  not,  however,  lx?  re¬ 
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quired  to  return  to  duty  if  it  would  work  a 
hardship  on  him  or  her. 

051304.  Intermittent  employees  arc  not  eligible 
for  court  leave  (49  Comp.  Gen.  287  (1969))  (refer¬ 
ence  (p)). 

051305.  Noncxempt  employees  shall  not  have 
their  pay  reduced  under  FLSA  (reference  (n)) 
due  to  court  leave  for  jury  duty  or  witness 
service  during  their  regularly  scheduled  tour  of 
duty.  The  Comptroller  General  has  determined 
that  the  court  leave  provision,  5  U.S.C.  6322 
(reference  (b)),  provides  authority  to  pay  nonex¬ 
empt  employees  the  same  pay  as  they  otherwise 
would  receive  for  their  regularly  scheduled  tour 
of  duty  in  the  biweekly  pay  period  under  FLSA 
(62  Comp.  Gen.  216  (1983))  (reference  (p)). 

051306.  When  an  employee  is  called  for  court 
.service  (as  a  witness  or  juror),  the  court  order, 
subpoena,  or  summons,  if  one  was  issued,  must 
lx  pre.sented  to  the  supervisor  as  far  in  advance 
as  possible. 

051307.  Employees  who  perform  jury  duty 
service  on  Ixhalf  of: 

A.  A  Slate  or  lixal  court  are  paid  jury 

duty  fees; 

B.  The  United  Stales  or  DLstrict  of 
Columbia  government  are  nol  paid  jury  duty 
fees  (5  U.S.C.  5537)  (refiTcnce  (b)). 

051308.  Employees  who  perform  witne.ss 
.service  on  Ix'half  of: 

A.  A  State  or  local  government  in  a 
nonoffieial  capacity  are  paid  witness  foes. 

B.  A  private  party  in  a  nonoffieial 
capacity  to  which  the  United  States,  District  of 
Columbia,  or  a  State  or  local  government  is  a 
parly  arc  not  paid  witness  fees. 

()51.3()9,  Fees  received  for  jury  duty  and  witness 
service  performed  in  subparagraphs  ()51307.A. 
and  051308. A.  cannot  be  retained  by  the  employ¬ 
ee.  The  employee  must  submit  fees  received  for 
jury  or  witne.ss  service  by  money  order  or  per- 
.sonal  check  to  the  employing  activity.  A  certifi- 
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cate  of  attendance  from  the  clerk  of  the  court 
must  also  be  submitted.  The  certificate  shows 
inclusive  dates  of  jury  duty  or  witness  service 
and  amount  k  f  fees  the  court  paid  to  the  employ¬ 
ee,  The  certificate  of  attendance  should  separate¬ 
ly  identify  fees  and  allowances.  Fees  received  by 
the  employee  are  collected  while  allowances  are 
not.  If  the  certificate  of  attendance  does  not 
identify  allowances  separately,  all  monies  arc 
considered  fees  and  shall  be  collected.  The 
employee  may  keep  reimbursements  for  expens¬ 
es  received  from  the  court,  authority,  or  party 
that  caused  the  employee  to  be  summoned  and 
may  keep  fees  that  exceed  the  employee's  com¬ 
pensation  for  the  days  of  service.  An  employee 
serving  on  a  jury  in  a  State  or  local  court  who 
waives  or  refuses  to  accept  jury  fees  is  still  liable 
to  the  U.S.  Government  for  the  fees  he  or  she 
would  have  received. 

051310.  Fees  should  not  be  paid  for  jury  duty 
or  witness  service  performed  in  subparagraphs 
051307.B.  and  051308. B.  However,  if  fees  are 
paid  to  an  employee  while  serving  in  a  nonoffi¬ 
cial  capacity,  fees  paid  cannot  be  retained  by  the 
employee.  Such  fees  must  be  turned  in  to  the 
employing  activity.  An  employee  may  keep 
reimbursements  for  expense:  received  from  the 
court,  authority,  or  party  that  caused  the  em¬ 
ployee  to  be  summoned, 

051311.  Employees  who  perform  witness 
service  in  an  official  capacity  on  behalf  of  the 
U.S.  or  District  of  Columbia  Government,  a  State 
or  local  government,  or  a  private  party  shall  not 
be  paid  witness  fees  nor  shall  the  time  si  rved  as 
a  witness  be  chaiged  to  court  leave  or  annual 
leave.  The  time  shall  Iw  recorded  as  official 
duty.  If  any  fees  aiv  paid,  they  must  be  turned 
in  to  the  employing  activity, 

051312.  Employees  who  testify  in  a  nonofficial 
capacity  on  behalf  of  a  private  party  to  which 
the  United  States,  District  of  Columbia,  a  State, 
or  local  government  i.s  not  a  paily  are  not  enti¬ 
tled  to  court  leave.  The  employee  must  take 
annual  leave  or  LWOP,  He  or  she  i.s  entitled  to 
the  fees  and  expeicses  related  to  such  witness 
service. 

051313.  When  a  holiday  occurs  d  uring  the  time 
an  employee  is  on  jury  duty  or  witness  seivice, 


the  employee  can  keep  the  jury  duty  or  witness 
service  fee  naid  for  the  holiday. 

051314.  If  an  employee  is  called  to  jury  duty  on 
a  nonworkday,  the  employee  may  keep  the  fees 
paid. 

051315.  Monies  submitted  for  fees  collected  by 
employees  for  jury  duty  or  witness  service  shall 
be  accounted  for  on  a  DD  Form  1131.  Under  5 
U.S.C.  5515  (reference  (b)),  the  appropriation  .and 
accounting cla.ssification  that  paid  the  employee's 
salary  while  on  jury  duty  or  witne.ss  service  will 
be  credited  with  these  monies. 

051316.  Sc‘('  Table  5-4  for  employee  absences  for 
court  or  court-related  services, 

051317.  Fees  not  submitted  in  a  timely  manner 
are  subject  to  payroll  deduction.  Payroll  deduc- 
tioas  to  collect  the  fees  will  be  made  in  the  next 
mgular  pay  pcritxl, 

0514  MILITARY  LEAVE 

051401.  General.  Public  Law  96-431  (reference 
(e)),  as  codified  at  5  U.S.C.  f)323.(i't.‘fiti'L’i'>cc  (b)), 
provides  that  effective  October  1,  19(S0,  military 
leave  shall  be  made  available  to  eligible  employ¬ 
ees  on  a  fiscal  year  rather  than  a  calendar  year 
basks;  unu.sed  military  leave  up  to  15  calendar 
days  shall  be  allowed  to  accumulate  for  subse¬ 
quent  use;  and  eligible  part-time  employee.s,  as 
defined  by  5  U.S.C.  3401(2)  (a-ference  (b)),  are 
entitled  to  military  leave  on  a  prorated  basis. 
Employees  witli  temporary  appointments  of  1 
year  or  les.s,  or  inlermittcnl  work  schedules  are 
not  entitled  to  military  leave.  Employees  with 
appointments  exceeding  I  year  are  entitled  to 
military  leave. 

051402.  Record intr  Military  Leave.  At  the 
beginning  of  each  fi.scal  year  (1  October)  eligible 
full-time  employees  shall  be  credited  with  15 
calendar  days  of  military  leave.  Eligible  part- 
time  employees  shall  be  credited  with  leave  on 
a  prorated  basis.  The  percentage  is  determined 
by  dividing  40  into  the  number  of  hours  in  the 
employee's  regularly  scheduled  workweek 
during  that  fiscal  year.  Any  portion  of  the  leave 
unused  at  the  end  of  the  fiscal  year,  not  to 
exceed  15  days,  shall  be  carried  forward  to  the 


r*oD  Financial  Management  Regulation 


Volume  8,  Chapter  05 


next  fiscal  year.  New  eligible  employee::  and 
new  members  of  Reserve  components  shall  be 
credited  with  the  full  15  days  (prorated  if  em¬ 
ployed  part-time)  when  entering  ppon  duty  or 
upon  joining  the  Reserve  unit.  It  shall  not  be 
prorated  for  a  partial  year. 

051403.  Military  Leave  Charges.  To  substanti¬ 
ate  leave  charges,  an  employee  is  required  to 
submit  a  copy  of  the  orders  directing  him  or  her 
to  active  military  duty  and  a  certified  verification 
of  attendance  indicating  completion  of  training 
duty  upon  return  to  duty  from  military  leave. 
Military  leave  is  charged  on  a  calendar-day 
basis.  No  charge  is  made  to  nonworkdays  at  the 
beginning  and  end  of  a  period  of  absence  on 
active  military  duty,  but  all  intervening  non¬ 
workdays  falling  within  the  period  of  active 
military  duty  must  be  charged  to  military  leave. 
If  an  employee  has  separate  sets  of  orders  or 
orders  which  cover  separate  periods  of  time, 
with  return  to  civilian  status  between  the  periods 
covered  in  the  orders,  military  leave  shall  not  bo 
charged  for  the  time  the  employee  is  returned  to 
civilian  status.  Military  leave  may  be  taken 
intermittently,  a  day  at  a  time,  or  all  at  one  time, 
regardless  of  the  number  of  training  sessions. 

051404.  H^fcctive  Date  of  Separation  for  Mili¬ 
tary  Duty.  Before  a  Reserve  or  National  Guard 
member  is  .separated  from  civilian  employment, 
the  member  must  be  given  the  chance  to  use  any 
accrued  military  leave.  If  a  member  lakes  mili¬ 
tary  leave  and  is  then  separated,  the  date  the 
separation  is  effective  shall  be  the  date  the 
military  leave  expires. 

051405.  Pay  Status  Required.  A  maximum  of 
.30  days  of  military  leave  can  be  used  in  any 
fiscal  year.  The  military  leave  may  be  used 
during  one  or  more  periods  of  military  duty 
daring  the  fiscal  year.  Employees  can  take  the 
full  15  days  of  military  leave  immediately  at  the 
beginning  of  a  fiscal  year  even  if  up  t('  i  maxi¬ 
mum  of  30  days  had  been  taken  during  the  prior 
fiscal  year  and  even  if  the  military  duty  is  con¬ 
tinuous  (70  Comp.  Gen.  263  (1991))  (reference 
(P))- 

1:51406.  Nonexempt  employees  shall  not  have 
their  pay  reduced  under  ELSA  due  to  military 
leave  for  training.  Employees  shall  receive  the 
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same  pay  as  they  would  otherwise  receive  for 
their  regularly  scheduled  biweekly  tour  of  duty. 

051407.  Permanent  or  temporary  indefinite 
employees  who  as  Reserve  or  National  Guard 
members  provide  military  aid  to  enfo'.cc  the  law 
or  assistance  to  civil  authorities  in  the  protection 
or  saving  of  life  or  property  or  the  prevention  of 
injury  arc  also  entitled  to  leave  not  to  exceed  an 
additional  22  workdays  in  a  calendar  year  as 
outlined  in  5  U.S.C.  6323(b)  (reference  (b)).  A 
copy  of  the  orders  and  a  certificate  of  attendance 
is  required.  Leave  granted  for  these  purposes 
are  charged  in  hours.  The  22  workdays  are 
e.  Tied  to  176  hours  and  charged  on  the  same 
b.  as  annual  and  sick  leave.  An  employee 
woi'dng  an  uncommon  tour  of  duty  shall  have 
thh  additional  leave  entitlement  adjusted  on  a 
pro  rata  basis  (49  Comp.  Gen.  233  (1969))  (refer¬ 
ence  (p)). 

051408.  Employees  who  are  members  of  the 
National  Guard  of  the  District  of  Columbia  are 
entitled  to  leave  without  loss  in  pay  or  time  for 
each  day  of  a  parade  or  encampment  ordered  or 
authorized  under  title  39,  District  of  Columbia 
Code  (reference  (an)).  This  covers  each  day  of 
.service,  ora  pt>rtion  thereof,  the  National  Guard 
is  ordered  to  perform  by  the  commanding  gener¬ 
al.  See  5  U.S.C.  6323(c)  (reference  (b)). 

051409.  Under  the  provisions  of  5  U.S.C.  5519 
(reference  (b)),  an  employee's  civilian  pay  if 
reduced  by  the  amount  (other  than  a  travel, 
transportation,  or  per  dIem  allowance)  received 
by  the  employee  for  military  service  as  a  mem¬ 
ber  of  the  Reserve  or  National  Guard  for  a 
period  for  which  he  is  enlilled  to  leave  under  5 
U.S.C.  6323(b)  or  (c)  (reference  (b).  Refer  to 
subparagraph  080512.  for  further  information. 

0515  EDUCATORS  LEAVE.  See  subpara¬ 
graph  070201. M.  for  educators  leave. 

0516  SHORE  LEAVE 

051601.  An  officer,  crow  member,  or  other  em¬ 
ployee  serving  aboard  an  oceangoing  vessel  on 
an  extended  voyage  may  be  granted  leave  of 
absence  under  5  U..S.C.  630.S(c)  (reference  (b)) 
and  5  C.F.K.  630.701-6.30.704  (reference  (1))  at  a 
rate  not  to  exceed  1  day  for  each  15  calendar 
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days  of  absence  on  one  or  more  extended  voyag¬ 
es,  An  employee  has  an  absolute  right  to  use 
shore  leave,  subject  to  the  right  of  the  head  of 
the  agency  to  fix  the  time  at  which  shore  leave 
may  be  used. 

051602.  Shore  leave  accrues  for  .cervire  by 
employees  on  an  extended  voyage.  An  extended 
voyage  must  be  at  least  7  consecut've  calendar 
days  long,  including  voyage-preparation  lime  on 
be'ard  the  vessel, 

051603.  An  employee  earns  shore  leave  at  the 
rate  of  1  day  of  shore  leave  for  each  15  calendar 
days  of  absence  on  one  or  more  extended  voyag¬ 
es.  The  master  of  the  vessel  will  keep  a  record 
of  accrual  and  use  of  shore  leave  for  each  em¬ 
ployee. 

051604.  Civilian  payroll  offices  shall  accept 
shore  leave  taken  on  the  time  and  attendance 
report. 

051605.  Shore  leave  may  lx;  granted  during  a 
voyage  at  the  reque-st  of  the  employee.  A" 
employee  must  submit  the  request  in  writing;  if 
the  shore  leave  i.s  denied,  the  denial  must  tw  in 
writing. 

051606.  Shore  leave  is  in  ado. don  to  aniiua’ 
leave.  It  may  be  accumulated  for  futun;  use 
without  limitation. 

051607.  The  minimum  chai'g;:  for  r.liore  leave  is 
1  day.  Additional  charges  are  in  whole  days. 

051608.  Shore  leave  is  not  included  for  lump¬ 
sum  leave  paymi'iil. 

051609.  Shore  leave  i.s  forfeited  if  not  granted 
before; 

A.  .Separation  from  the  service;  or 

B.  Official  assigniiieiit  (otiier  than  for 
temporary  detail)  to  a  position  in  which  the 
employee  docs  not  cam  shore  leave.  To  the 
extent  administratively  practicable,  the  empUry- 
ing  activity  shall  give  an  employee  an  opportuni¬ 
ty  to  use  the  shore  leave  tt)  his  or  her  credit 
either  before  the  reassignment,  or  not  later  than 
0  months  after  the  date  of  the  reassignment 


when  the  employing  activi.y  is  unable  to  grant 
the  shore  leave  before  the  ifassignment, 

051610.  At  the  time  of  an  employee's  transfer  to 
a  position  at  another  employing  activity  or 
agency,  accumulated  shore  leave  shall  be  trans¬ 
ferred  if; 

A.  He  or  she  is  entitled  to  shore  leave 
in  the  new  positio.n,  and 

B.  There  is  no  break  in  service. 

0517  HOMI-  LEAVE 

051701.  Employees  who  met  the  requirements 
of  5  U.S.C.  6304(b)  (ri.'ference  fb))  for  tli('  accu¬ 
mulation  of  a  mifxim'jp''  >4  ciavs  of  annual 
leave  earn  home  leave.  Home  leave  is  earned 
froni  the  day  of  arrival  in  a  post  of  duty  outside 
the  United  Slates  or  on  the  dal"  of  entrance  on 
duty  when  recruited  abroad,  E'oiiloyees  earn  5, 
10,  or  15  days  of  leave  haced  t  o  the  criteria 
established  in  5  C.F.R.  63(l.604(',i')  (reference  (!)). 
Employees  may  he  gn’niec;  home  leave  after 
completion  of  a  basic  .service  period  of  24 
months  of  continuous  ,sen/ice  abroad.  The 
minimum  charge  is  1  day  and  mu)ti['les  thereof. 
There  is  no  maximum  accumulation.  Balances 
shall  be  retained  on  the  Sf  115!)  for  future  use. 
Home  leave  is  to  be  gianted  only  during  an 
employee's  pt'rit'd  ol  sen/ip'  abroad,  or  wilhin  a 
reasonable  period  a'i.r  r.t\!ir.  from  service 
abroad  when  it  is  co:'\li.mji]iili'('  that  the  employ¬ 
ee  will  return  to  service  abroad  immediately  or 
on  eonipletion  of  on  assiipunent  in  the  United 
Stales  (unpub  Comp.  t  x-n.  I>’cision,  B-147()31, 
September  11,  1961,  and  February  ,5,  1962)  (refer¬ 
ence  (p)). 

031702.  An  employee  is  indebted  for  the  home 
leave  used  when  he  o"  .'he  fails  to  return  to 
.service  abroad  after  the  period  ('f  'lome  leave,  or 
after  the  completion  of  an  as.signment  in  the 
Uiiiieu  Sidles.  Howevei,  a  ici  .‘od  loi'  iiii.s  in¬ 
debtedness  is  not  required  when  the  employee 
has  completed  not  less  Ihar’.  6  months'  service  in 
an  assignment  in  the  United  States  following  the 
period  of  home  l'!Pve,  ib'.-  activity 

detennines  that  the  en  pioy.  c  -  ;  i'  .n  to  retum 
was  due  to 'compelling  personal  reasons  of  a 
humanitarian  or  ci'mpas.sionate  nature,  such  as 
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involving  physical  or  mental  health  or  circum¬ 
stances  over  which  the  employee  has  no  control; 
or  the  employing  activity  which  granted  the 
home  leave  determines  that  it  is  in  the  public 
interest  not  to  return  the  employee  to  the  over¬ 
seas  assignment.  Home  leave  can  only  be  u.sed 
in  the  United  States,  Commonwealth  of  Puerto 
Rico,  or  a  territory  or  possession  of  the  United 
States.  See  5  U.S.C.  6305(a)  (reference  (b))  and  5 

C.F.R.  630.601-630.607  (reference  (1)), 

051703.  Transfer  and  Recredit  of  Home  Leave. 
An  employee  is  entitled  to  have  the  home  leave 
account  transferred  or  recredited  when  he  or  she 
moves  between  agencies  or  is  reemployed  with¬ 
out  a  break  in  service  of  more  than  90  days.  No 
lump-sum  payment  is  triade  for  home  leave. 

0518  FUNERAL  LEAVE 

051801.  Funeral  leave  is  granted  to  aliow  an 
employee  to  make  arrangements  for,  or  to  at¬ 
tend,  the  funeral  or  memorial  service  for  an 
immediate  relative  w:\o  died  as  a  result  of 
wounds,  disease,  or  injury  incurred  while  serv¬ 
ing  as  f  meriiber  of  the  Arr  .ed  Forces  in  a 
combat  zone.  Section  6326  of  5  U.S.C.  (reference 
(b))  requires  an  activi'y  »o  grant  an  employee 
funeral  leave  as  is  needed  and  a'quested,  not  ti) 
exceed  3  workdays,  without  loss  of  or  reduction 
in  pay,  leave  hr  which  he  or  .she  is  otherwise 
entitled,  or  credit  foi  dini'  or  service,  and  with¬ 
out  adversely  affecting  his  or  her  performance  or 
efficiency  rating.  The  3  days  need  not  be  coasec- 
ulive,  but  if  not,  the  employee  shall  furnish  the 
approving  authority  satisfactory  reasons  justify¬ 
ing  a  grant  of  funeral  leave  for  nonconsecutive 
days.  Combat  /.one  means  those  areas  deter¬ 
mined  by  the  Piesident  under  the  authority  of  26 
U.S.C.  112  (reference  (/,)).  An  activity  may  grant 
funerai  leave  only  from  a  prescribed  tour  of 
duty,  including  regularly  scheduled  overti  me. 
Immediate  relatives  are  the  following  relative:,  of 
the  deceased  member  of  tlie  Armed  Forces: 

A.  Spouse  and  his  or  her  parents; 

B.  Children,  including  adopted 
children,  and  their  spouses; 
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D.  Brothers  and  sisters,  and  their 

spouses; 

E.  Any  person  related  by  blood  or 
affinity  whose  close  association  with  the  de¬ 
ceased  was  the  equivalent  of  a  family  relation¬ 
ship.  See  5  U.S.C.  6326  (reference  (b))  and  5 

C.F.R,  630.801-630.804  (reference  (1)). 

0519  CONTINUATION  OF  PAY  fCOPl 

AND  OFFICE  OP  WORKERS'  COMPENSATION 
PROGRAM  (OWCP)  For  information  on  COP 
and  OWCP,  see  section  0312.  See  subparagraph 
050104.B.  for  proration  of  leave. 

0520  FURLOUGH 

052001.  General 

A.  Use.  A  furlough  action  is  the 
placement  of  an  employee  in  a  temporary  non¬ 
duty  and  nonpay  status  on  a  continuous  basis 
(for  cx^iiiplc,  10  consecutive  days),  or  a  noncon- 
tinuous  basis  (for  example,  1  day  a  week)  be¬ 
cause  of  lack  of  work  or  funds  or  for  other 
nondifsciplinary  reasons.  An  SF  50  must  be 
issued  for  furlough.  Reduction-in-Force  (RIF) 
pnicedurcs  under  FPM  Supplement  351-1  (refer¬ 
ence  (jo))  must  Ik>  followed  to  turlough  an  em¬ 
ployee  when  the  furlough  will  be  for  mure  than 
30  consecutive  days  (or  more  than  22  workdays 
if  done  on  a  noncontinuoi’s  l>asi,s),  if  caused  by 
one  of  the  reasons  in  FPM  Supplement  351-1, 
paragraph  S2-3a(2)  (reference  (ao)),  and  is  not  in 
accordance  with  procstablished  conditions  of 
employment. 

B.  Time  Limit.  An  employee  may  be 
furloughed  for  up  to  1  year.  The  1-year  limit 
begins  the  day  after  the  notice  period  ends  and 
when  tile  furlough  begins. 

C.  Exclusions 

i.  Placement  in  nonpay  and 
nonduty  status  in  accordance  with  preo.slablished 
conditions  of  employment  is  not  a  RIF  action, 
but  is  covered  by  the  requirements  in  FPM 
Ch.ipter  34U  (reference  (am)). 


C.  Parents; 


2.  A  furlough  for  3(1  days  or  less 
(or  22  v/orkdays  or  less  if  done  on  a  noncontinu- 
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ous  basis)  is  not  a  RIF  action  but  is  covered  by 
the  adverse  action  procedures. 

0521  ABSENCE  FOR  MILITARY  DUTY 

052101.  Whether  an  employee  is  placed  on  a 
leave  of  absence  or  military  separation  while 
absent  on  military  duty  depends  on  the  authority 
under  which  he  or  she  enters  on  military  duty. 
A  member  of  a  Reserve  component  who  per¬ 
forms  active  duty  for  training  or  inactive  duty 
training  covered  under  38  U.S.C.  2024(d)  (refer¬ 
ence  (ap))  must  be  granted  a  leave  of  absence 
upon  request.  Similarly,  an  employee  is  entitled 
to  a  leave  of  absence  for  the  period  required  to 
report  for  induction,  enlistment,  or  to  determine 
by  preinduction  or  other  examination  the 
employee's  physical  fitness  to  enter  the  Armed 
Forces  under  38  U.S.C.  2024(e)  (reference  (ap)). 
An  absence  to  perform  military  duty  under  any 
other  section  of  38  U.S.C.  (reference  (ap))  should 
ordinarily  be  proccfiscd  as  a  military  separation 
except  during  a  period  of  war  or  national  emer¬ 
gency  when  the  provisioas  of  5  U.S.C.  8332(g) 
(reference  (b))  have  boon  explicitly  invoked.  In 
this  situation,  alt  employees  who  enter  on  mili¬ 
tary  duty  will  be  granted  a  leave  of  absence 
unless  an  employee  has  applied  for  and  received 
a  lump-sum  credit  under  5  U.S.C.  Chapter  83. 
See  38  U.S.C,  2021  et  sea,  (reference  (ap));  5 
C.F.R,  Part  353  (reference  (I));  and  FPM  Chapter 
f  353  (reference  (am)).  Refer  to  paragraph  051404. 
fur  additional  information. 

0522  LEAVE  WITHOUT  PAY  (LWOP) 

0.52201.  LWOP  is  a  temporary  nonpay  status 
and  absence  from  duty  granted  at  the  employ¬ 
ee's  request.  Employee  requests  for  paid  leave 
absence,  such  as  annual  or  sick  leave,  when  such 
absence  converts  to  LWOP  because  of  insuffi¬ 
cient  leave  available,  arc  considered  to  be  the 
requests  for  LWOP  (FPM  Chapter  630,  Subchap- 
ter  12)  (reference  (am)). 

052202.  Authorizing  LWOP  is  a  matter  of 
administrative  discretion.  An  employee  cannot 
demand  LWOP  as  a  matter  of  right  except  as 
follows: 


A.  Disabled  veterans  are  entitled  to 
LWOP  if  required  for  medical  treatment  under 
Executive  Order  5396,  July  17,  1960. 

•4,  Reserve  and  National  Guard 
members  are  entitled  to  LWOP  if  required  to 
perform  military  training  duties  under  38  U.S.C. 
2024(d)  (reference  (ap)).  See  paragraph  052101, 

C.  For  limited  periods,  employees  are 
entitled  to  LWOP  if  receiving  injury  comperesa- 
tion  under  5  U.S.C.  Chapter  81  (reference  (b)). 

052203.  LWOP  granted  an  employee  may  not  at 
a  later  time  be  converted  to  annual  or  sick  leave 
except  in  the  case  of  administrative  error,  partici¬ 
pation  in  the  voluntary  leave  transfer  or  volun¬ 
tary  leave  bank  prcigrams,  disability  retirement 
and  employee  compensation  ca.scs  in  which 
claims  are  disallowed  or  when  there  has  been  a 
.settlement  or  an  order  of  an  arbitrator,  adminis¬ 
trative  law  judge,  or  Federal  judge  in  an  employ¬ 
ee  dispute. 

052204.  When  the  number  of  LWOP  status 
hours  in  a  full-time  employee's  leave  year  equals 
his  or  her  biweekly  lour  of  duly  (i.c.,  81),  112, 144 
hours),  the  employee's  leave  accrual  is  reduced 
by  an  amount  equal  to  the  amount  of  leave  (sick 
o.id  annual)  earned  during  a  pay  period.  When 
reduction  of  accrual  is  required  during  the  last 
pay  period  in  the  calendar  year  for  an  employee 
in  the  6-hour  leave  accrual  category  (entitled  to 
accrue  10  hours  of  leave  in  such  period),  leave 
accrual  for  that  period  shall  be  reduced  only  by 
6  hours.  When  an  employee  has  one  or  more 
breaks  in  .service  during  the  leave  year,  include 
all  hours  in  a  LWOP  status  (other  than  nnnpay 
status  duiing  a  fractional  pay  period  when  no 
leave  accrues).  When  an  employee's  numbi'r  of 
LWOP  hours  at  the  end  of  the  leave  year  is  loss 
than  his  or  her  biweekly  four  of  duty,  the  LWOP 
hours  arc  dropped. 

0523  ABSENCE  WITHOUT  LEAVE  f  A  WOL) 

052301.  An  absence  from  duty  which  is  not 
authorized  or  approved,  or  for  which  a  leave 
request  has  Ix'cn  denied,  is  properly  charged  us 
AWOL  although  disciplinary  action  may  be 
taken  on  the  basis  of  AWOL  (FPM  Chapter  630, 
Subchapter  12)  (reference  (am)).  It  does  not 
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necessarily  mean  that  the  employee  has  insuffi¬ 
cient  reason  for  requesting  leave  but  that  the 
employee's  presence  was  required  and  the 
reason  for  requesting  leave  was  one  for  which 
approval  is  not  mandatory,  AWOL  shall  be 
charged  on  the  time  and  attendance  report  and 
leave  record  for  the  exact  amount  of  time  the 
employee  is  AWOL. 

0D2302.  When  the  number  of  AWOL  status 
hours  in  a  full-time  employee's  leave  year  equals 
his  or  her  biweekly  tour  of  duty  (i.o,,  80, 112, 144 
hours),  tne  employee's  leave  accrual  is  reduced 
by  an  amount  equal  to  the  amount  of  leave 
(annual  and  sick)  earned  during  a  pay  period. 
When  reduction  of  accrual  is  required  during  the 
last  pay  period  in  the  calendar  year  for  an 
employee  in  the  6-hour  leave  accrual  category 
(entitled  to  accrue  10  hours  of  leave  in  such 
period),  leave  accrual  for  that  period  shall  be 
reduced  only  by  6  hours.  When  an  employee 
has  one  or  more  breaks  in  service  during  the 
leave  year,  include  all  hours  in  a  AWOL  status 
(other  than  nonpay  status  during  a  fractional  pay 
period  when  no  leave  accrues).  When  at. 
employee's  number  of  AWOL  hours  at  the  end 
of  the  leave  year  is  less  than  his  or  her  biweekly 
tour  of  duty,  the  AWOL  hours  are  dropped. 

0524  SUSPENSION 

052401.  Suspension  is  the  placement  of  an 
employee  in  a  temporary  nonpay  and  nonduty 
status  for  disciplinary  reasons.  An  SF  50  must 
be  issued  for  all  suspensions.  See  5  U.S.C. 
Chapter  75  (reference  (b))  and  5  C.F.R.  Fart  752 
(reference  (1)), 
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Biweekly  Pay  Period 

Hourly  Accrual  Rate 

Workday;-! 

Category  4  ’ 

Categoi'y  6 

Category  8 

1 

1 

1 

1 

.  _  2 

1 

1 

2 

3 

1 

2 

2 

4 

2 

2 

3 

5 

2 

3 

4 

6 

2 

4 

5 

7 

3 

4 

6 

8 

3 

5 

6 

.  .  _ 

3 

5 

— 

7 

10 

4 

6 

....  -  . 

8 

*  This  column  may  ho  applied  for  sick  leave  purposes. 
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If  the  hours  available  to  an  employee  arc  insufficient  to  cover  the  hours  used  or  requested,  the 
precedence  for  charging  the  excess  is  as  follows; 
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Full-Time  Employees 


Hours  in  excess  of  maximum  accumu-  Time  limitation  for  use  of  reinstated  leave 
lation  (end  of  leave  year  in  progress  after) 


416  or  less 


417  -  624 


625  -  832 


833  -  1040 


I  1041  -  1248 


2  years 


3  years 


4  years 


5  years 


6  years 


Part-Time  Employees 

Hours  in  excess  of  maximum  accumu¬ 
lation 

Time  limitation  for  use  of  reinstated  leave 
(end  of  leave  year  in  progress  after) 

If  208  or  less  multiply  tour  of  duty  by 
20%  (10^0  X  20%  =  208) 

2  years 

209  -  312  multiply  tour  of  duty  by 

10%  (1040  X  10%  =  104) 

3  years 

313  -  416 

4  years 

417  -  520 

3  years 

521  -  624 

6  years 

Table  3-3,  Time  Limitations  for  Use  of  Reinstated  Leave 


DoD  Financial  Management  Regulation 


Volume  8^  Chapter  05 


IF 


Type  of  Absence 

Fees 

Government 

Travel 

Expenses 

Nature  of  Service 

Court 

Official 

Annual 

Yes 

leave 

duty 

leave  or 
LWOP 

No 

No 

Yes* 

I.  JURY  SERVICE 

A.  U.S.  or  D.C.  court 

X 

X 

X 

B.  State  or  local  court 

X 

X 

X 

II.  WITNESS  SERVICE 

A.  On  behalf  of  U.S. 
or  D.C.  Government 

X 

X 

X 

B.  On  behalf  of  State 
or  local  government: 

1.  Official  capacity 

X 

X 

X 

2.  Non-official 
capacity 

X 

X 

X 

C.  On  behalf  of  a 
private  party: 

1.  Official  capacity 

X 

X 

X 

2.  Non-official 
capacity: 

a.  When  party  is 
U.S,,  D.C.  or  State 
or  local 
government 

X 

X 

X 

b.  When  party  is 
not  U.S.,  D.C.  or 
State  or  local 
government 

X 

X 

X 

*  -  Offset  t<'  the  extent  paid  by  the  court,  authority  or  party  which  caused  the  employee  to  be  summoned. 


Tabic  5-4,  Employee  Absences  for  Court  or  Court-Related  Services 
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CHAPTER  06 


MISCELLANEOUS  ACTIONS  (SPECIAL  ACHONSl 


0601  UNEMPLOYMENT  COMPEN*"  MION 
FOR  FEDERAL  EMPLOYEES 

060101.  General.  The  Secretary  of  Labor  ad¬ 
ministers  tlie  Unemployment  Comperusation  for 
Federal  Employees  (UCFE)  Program  under  5 
U.S.C.  Chapter  85  (reference  (b)),  and  prescribes 
egulations  necessary  to  carry  out  its  provisions. 
See  20  C.F.R.  Part  609  (reference  (w)).  Each 
Component  has  responsibility  for  the  UCFE 
program  within  the  L^D.  The  civilian  personnel 
offices  at  all  DoD  employing  activities  have 
primary  responsibility  for  UCFE  management. 
The  civilian  paynill  office  has  the  responsibility 
to  assist  the  civilian  personnel  office  by  provid¬ 
ing  wage  data  needed  to  complete  Di^partment 
of  Labor  ES  Form  931,  "Request  for  Wage  and 
Separation  Information"  and  any  other  infomta- 
tion  within  its  control  requested  by  a  State,  the 
Department  of  Labor,  other  Federal  agencie.s,  or 
other  DFAS  offices.  State  Employment  Security 
agencies  determine  entitlement  to  compensation 
and  the  amount  of  benefits  payable  to  unem¬ 
ployed  Federal  civilian  employees  under  the 
applicable  State  unemployment  insurance  law. 
See  20  C.F.R.  609.9  (mfetxmce  (w)). 

060102.  Civilian  Payroll  Office  Resnonsibilities 

A.  The  civilian  payroll  office  must 
report  accurate  wages  to  the  civilian  personnel 
office  to  support  an  accurate  State  determination. 
Monetary  information  that  can  affect  the  claim, 
such  as  lump-sum  annual  leave  payments  and 
severance  pay,  must  also  be  reported  accurately. 

B.  The  State  agency  prepares  an  ES 
Form  931  from  information  gathered  during  the 
claimant's  interview  and  the  employee's  copy  of 
the  SF  8,  “Notice  to  Federal  Employee  About 
Unemployment  Compensation."  Three  copies  of 
the  ES  Form  931  are  mailed  to  the  appropriate 
civilian  personnel  office  and  a  response  must  be 
returned  within  4  workdays  after  receipt.  If  a 
response  cannot  be  made  within  the  time  limits, 
the  civilian  payroll  office  must  notify  the  civilian 
personnel  office  immediately  and  the  procedures 


in  20  C.F.R.  609.21(b)  (reference  (w))  must  be 
followed. 

1.  The  civilian  payroll  office 
shall  provide  wage  information  within  2  work 
days  of  receiving  the  request.  The  civilian 
payroll  office  shall  control  and  approve  wage 
data  furnished  the  civilian  personnel  office.  A 
file  copy  shall  be  maintained  of  ail  data  fur¬ 
nished.  for  at  least  2  years.  At  the  end  of  2 
years,  it  may  be  destroyed  in  accordance  with 
the  General  Records  Schedule  2  (refenmee  (g)). 

2.  The  central  point  of  contact 
for  all  UCFE  matters  is  the  civilian  personnel 
office.  The  civilian  payroll  office  shall  refer  all 
State  querie-s,  telephone  calls,  and  UCFE  dixru- 
menlation  to  the  civilian  personnel  office,  For 
example,  if  the  State  wants  clarification  of  wage 
data,  the  query  must  go  first  to  the  civilian 
perionnel  office  for  control  purposes.  The 
civilian  personnel  office  shall  then  contact  the 
civilian  payroll  office  for  needed  information. 

060103.  Base-Period  Wanes  and  Annual  t.iiave 
Information 

A.  Base-Period  Waaes.  State  agencies 
determine  the  amount  and  duration  of  unem¬ 
ployment  compensation  entitlement  from  the 
amount  of  Federal  einploymen  perfonned  and 
gross  Federal  wages  paid  (or  earned)  in  a  52- 
week  base-period  (1-year  period  specified  by  the 
Slate  law)  which  precedes  the  dale  of  claim. 
Some  states  may  require  6  or  8  quai1ei-s  ol 
information  to  be  reported.  The  civilian  person¬ 
nel  office  shall  furnish  the  base-period  to  the 
civilian  payroll  office  when  requesting  wage 
information. 

1.  Federal  wages  are  defined  as 
allowances  and  pay  in  any  medium  (5  U.S.C. 
8501)  (reference  (b)).  This  includes  all  payments 
for  leave.  Do  not  report  lump-sum  payments  for 
annual  leave  and  severance  payments  as 
base-period  wages.  These  items  are  reported 
separately. 
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2.  Th:.’  amounts  to  be  reported 
as  base-period  wages  are  gross  wages  before 
deductions  for  Social  Security/Medicare,  CSRS 
or  FF.RS,  TSr,  and  Federal,  State,  and  IcKal  taxes. 
Cniss  wages  include  allowances  and  pay  in  any 
medium.  EX)  not  include  expertses  for  official 
business,  such  as  taxi  fares,  other  cost,  per  diem, 
or  mileage.  Also,  do  not  include  payments  for 
uniform  allowances.  The  following  shall  be 
included  in  gross  wages: 

a.  Foreign  and  nonforeign 
dilteri'ntials  and  allowance."..  Exemption  from 
Federal  income  tax  dix's  not  exclude  any  such 
item  from  gross  wages  for  the  purposes  of 
unemployment  compensation. 

b.  Payments  for  sick  leave. 
These  constitute  wages  in  the  period  paid. 

c.  Back  Pay.  This  includes 
wages  paid  during  the  base-period,  even  though 
earned  prior  to  that  periixi. 

d.  Salaries  paid  by  the  DtiD 
to  reemployed  annuitants.  This  is  the  amount 
equal  to  the  difference  between  the  salary  of  the 
position  and  the  annuity  received.  0PM  contin¬ 
ues  to  pay  the  annuity. 

0.  increasc-s  in  rates  of  com- 
r  pensation  authorized  by  acts  of  Congress.  Such 
increases  shall  be  reported  as  wages  for  the  pay 
period  in  which  paid.  This  is  required  even  if 
the  first  payment  covers  a  retroactive  period.  If 
tile  base  period  begins  or  ends  during  ihc  pay 
period  in  which  this  payment  was  mede,  the 
entire  payment  should  be  ailcKated  to  the  second 
week  of  the  pay  period. 

3.  Report  wages  the  same  way 
the  records  arc  kept.  CXd  not  attempt  to  add  or 
subtract  wages  earned  by  the  employee  for  any 
days  before  the  beginning  of  the  quarter  or  the 
remaining  days  between  the  last  payroll  cutoff 
date  and  the  end  of  the  quarter.  For  example,  if 
the  pay  periixi  ends  March  28,  do  not  add  March 
29  through  31  to  the  wages  reported  for  the 
January  1-March  31  quarter,  LXi  not  report 
wages  for  periods  other  than,  or  in  addition  to, 
those  periods  requested.  If  the  claimant  had  no 
basi'-period  w.'.ges,  so  indicate. 


B.  L,ump-Sum  Annual  Leave  and 
Severance  Fay.  Report  these  items  separately 
from  gross  wages  (base-peritxi  wages). 

1.  If  the  employee  r.ceived  a 
lump-sum  payment  for  annual  leave  after  the 
beginning  date  of  the  base  period,  fu'T.isl  the 
following; 

a.  Amount  ."if  payment 
datc(s)  of  payment;  amount  of  annual  leave 
(days  and  hours);  and  period  of  annual  leave 
(for  example,  from  0700,  ju)'  3,  1992,  to  1400, 
July  27,  1992). 

2.  If  the  employee  received  or  is 
entitled  to  receive  severance  pay,  report  this  to 
the  civilian  personnel  office.  States  lehosc  laws 
require  an  offset  of  several  ice  pay  against  unem¬ 
ployment  benefits  must  be  advised  whetlier  the 
former  employee  is  receiving  or  will  receive 
severance  pay.  The  civilian  payroll  office  reports 
a  ''yes"  '  "no"  to  the  civilian  personnel  office. 
The  State  agency  obtaires  severance  pay  details 
from  the  employee'.s  copy  of  the  SF  .‘3  or  ES 
Form  931,  if  appropriate. 

3.  If  annual  leave  is  payable,  but 
has  not  been  paid,  report  "annual  leave  payment 
due,  but  not  paid,"  and  provide  details  (period 
covered,  amount  of  payment,  when  it  will  be 
paid)  if  known. 

()(»0104.  Employees  on  LWOP.  Upon  the 
civilian  personnel  office's  receipt  of  an  ES  Form 
931,  the  nonpay  status  of  an  employee  .nust  be 
reported  to  the  State  agency.  Upon  rece.pt  of  the 
ES  Form  931,  the  civilian  personnel  office  shall 
report  the  employee  on  LliVOP  from  (starting 
date),  through  (ending  date),  and  any  other 
pertinent  data.  If  the  employee  is  in  a  nonpay 
status  for  more  than  30  days,  the  SF  ?0  explains 
the  LWOP  status.  For  LWOP  of  30  days  or  less, 
the  civilian  payroll  office  shall  funi'sh  this  infor¬ 
mation  to  the  civilian  personnel  office 

A.  The  civilian  personnel  office  shall 
indicate  whether  employees  on  LWOP  are  await¬ 
ing  OWCF  for  an  on-ihe-job  injury  or  disability 
retirement. 
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B.  If  an  employe:'  is  awaiting  an 
OWCP  determination,  the  State  agency  is  respon¬ 
sible  for  coniactiiig  the  OWCP  for  any  necessary 
data  it  needs. 

060105.  Backpay  Notification 

A.  If  an  employee  is  entitled  to 
backpay,  the  civilian  personnel  office  shall  deter¬ 
mine  if  the  employee  applied  for  UCFE  witl-.n 
tf\e  last  52  weeks.  If  the  employee  applied  for  or 
received  UCFE,  the  civilian  personnel  office  shall 
promptly  notify  the  State  agency  of  the  date  of 
backpay  payment,  amount,  and  period  covered. 
The  State  agency  may  be  required  to  redetermine 
benefits.  The  civilian  personnel  office  shall 
suspense  its  notification  for  State  reply.  If  a 
reply  is  not  received  in  60  days,  the  civilian 
personnel  office  shall  send  a  follow  up.  If  no 
answer  to  the  follow  up  is  received  from  the 
State  in  30  days,  request  assistance  for  resolution. 

B.  The  DoD  will  not  deduct  from  the 
backpay  the  amount  of  UCFE  paid  during  the 
penod  covered  by  the  backpay.  However,  UCFE 
must  be  deducted  iro’^  backpay  awards  when 
State  law  requires  the  employer,  rather  than  the 
employee,  to  reimburse  the  State  for  overpay¬ 
ments  and  when  appropriate,  the  State  agency 
has  determined  that  an  overpayment  has  oc¬ 
curred  and  has  notified  the  employing  agency 
(65  Comp.  Gen.  865  (19861)  (reference  (p)), 

060106.  Obtaining  Data  From  the  National 
Personnel  Records  Center  fNPRC) 

A.  How  Obtained.  If  records  neces¬ 
sary  to  fu:,,ish  wage  data  to  the  civilian  person¬ 
nel  office  have  been  sent  to  NPRC,  they  should 
be  obtained  via  the  telephone  or  facsimile.  Since 
this  information  is  subject  to  the  Privacy  Act  of 
1974  (refertnee  (e)),  it  must  be  handled  in  accor¬ 
dance  with  the  provisions  of  that  Act.  NPRC 
gives  prioiity  to  such  requests.  The  request 
must: 

1.  Be  addressed  to  NPRC,  111 
Winnebago  £  ■  'ct,  St.  Louis,  MO  63118. 

2.  Clearly  identify  the  office 
sending  the  req  jest. 
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3.  Read  "Unemployment  insur¬ 
ance  request  for  wages  for  4  calendar  quarters, 
beginning  (date),  and  statement  of  reasons  for 
separation  for  (la.st  name,  fir.st  name,  and  middle 
initial),  (name  under  which  employed,  if  differ¬ 
ent),  (dale  of  birth),  and  SSN." 

B.  Prohibited  Actioas.  The  civilian 
pen.jnnel  office  or  civilian  payroll  office  shall 
not  send  the  ES  Form  931  to  the  NPRC  for 
completion.  The  State  agency  should  not  be 
asked  to  obtain  data  from  the  NPRC,  State 
agencies  .shall  be  adv.  ed  when  the  information 
is  being  requested. 

C.  Record  Center  Reply.  A  written 
reply  will  bo  received  f-om  'he  NPRC.  The 
NPRC  will  mail  a  photo  copy  of  the  individual 
pay  record  to  the  civilian  payroll  office.  The 
civilian  payroll  offic^  shall  furnish  wage  data  to 
the  civilian  personnel  office  on  the  basis  of  data 
furnished  in  the  NPRC  reply.  Upon  receipt  of 
the  pay  record,  wage  data  furnished  the  civilian 
personnel  office  shall  be  compared  with  the  pay 
record,  if  an  error  is  discovered,  the  civilian 
personnel  office  shall  be  notified  and  it  shall  in 
turn  notify  the  Stale  agency. 

0602  UNEMPLOYMENT  INSURANCE  FOR 
CANADIAN  EMPLOYEES 

06020 1 .  The  Canadian  Unemployment  lasur- 
ance  Program 

A.  The  U.S.  Government  takes  part  in 
the  Canadian  Unemployment  Insurance  Program 
for  Canadians  employed  in  Canada  by  the  DoD. 

B.  U.S  participation  in  this  program 
began  at  the  start  of  the  first  pay  period  after 
June  30,  1956, 

C.  The  civilian  payroll  office  shall 
follow  the  procedures  in  this  section  for  unem¬ 
ployment  insurance  withholdings  and  contribu- 
tiorvs  for  covered  employees. 

D.  inslallations  that  em]  loy  or  might 
employ  personnel  in  Canada  shall  request  the 
following  publications  from  the  nearest  Unem¬ 
ployment  Insurance  Commission  Office: 


I. 


i  » 
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1.  443C  (Information  Regarding 
the  Bulk  Payment  Method  of  Making  Contribu¬ 
tions). 

2.  651 A  (Workers  Handbook  on 
Unemployment  Insurance). 

3.  651 B  (Employer'.s  Handbook 
on  Unemployment  Insurance). 

If  these  publications  are  not  available  locally, 
copies  may  be  requested  from  the  Unemploy¬ 
ment  Insurance  Commission  Office,  Vancouver, 
British  Columbia,  Canada. 


060202.  Policies  Governinc  DoD  Participation 


A.  Modifications.  The  civilian  payroll 
office  shall  follow  procedures  in  UlC  443C; 
however,  the  following  requirements  do  not 
apply  to  the  DoD: 


1.  Standing  deposit  of  1  month's 
combined  contribution; 


2.  Application  to  operate  on  a 
calendar  year  basis.  DoD  installations  will  oper¬ 
ate  on  the  basis  of  a  payroll  year  which,  for  this 
purpose,  will  be  a  calendar  year,  and 

3.  Remittance  of  contributions 
and  withholding  by  certified  check. 


b.  Deductions  for  Canadian 
Unemployment  Insurance  will  stop  at  the  end  of 
the  pay  period  in  which  notice  of  marriage  is 
received. 

c.  EX.>ductions  shall  start  at 
the  beginning  of  the  nexi  pay  period  after  notice 
of  divorce  is  received. 


C.  Refund  of  Deductions.  If  refund 
of  deductions  is  required,  DoD  installatioas  will 
refund  only  amounts  totaling  $1  or  more. 


D.  Retroactive  Payments.  The  DoD 
shall  not  make  retroactive  payments  of  deduc- 
tioas  to  the  Canadian  Unr  'ploymont  Insurance 
Commission  if  the  employee  concerned  has  not 
given  true  information  to  the  employing  installa¬ 
tion.  This  includes  cases  that  have  been  adjudi¬ 
cated. 


E.  Audit  by  the  Canadian  Unemploy¬ 
ment  Insurance  Commission.  DoD’s  ri;cr>rd;;  of 
deductions,  contributioas,  and  rem.ttances  are 
subject  to  audit.  The  audit  requirements  can  be 
met  by  sending  copies  of  a'cords  of  covered 
personnel  and  iasurance  remittance  documents 
to  the  proper  District  /Vudit  Office.  The  civilian 
payroll  office  shall  send  copies  of  records  re¬ 
quired  by  Canadian  authorities  on  request. 

060203.  Amount  of  Contributions 


Coveraee 


1.  The  civilian  payroll  office 
shall  u.se  UIC  651 B  to  determine  in.surable  em¬ 
ployment  and  earnings  for  witltholding.  Excep¬ 
tions  are  in  item  2  below. 


2.  Contributioas  shall  not  be 
withheld  for  Canadian  employees  who  are 
spouses  of  U.S.  citizens  employed  by  the  DoD 
and  for  U.S.  civilians  paid  from  appropi uted 
and  nonappropriated  funds. 

a.  The  Canadian  employee 
must  ntdify  the  civilian  payroll  office,  through 
the  civilian  personnel  office,  of  any  change  in 
marital  status  that  affects  insuraliiiity. 


A.  Employee's  Share.  Funds  shall  be 
withheld  from  the  pay  of  a!i  insurable  employees 
at  rates  sot  in  UIC  6.51B. 


Employer's  Share.  The  employer's 


share  .shall  equal  the  amount  withheld  from  the 


employee.s'  pay  on  each  payroll  voucher.  The 
contribution  shall  be  charged  to  the  fund  from 


which  the  employee.s'  salaries  are  paid. 


060204.  Disposition  of  Contributiop.s 


A.  Payroll  Collection.  The  employ¬ 
ee's  and  employer's  contributions  sli.ill  be  made 
as  a  voucher  deduction  on  the  payroll  voucher. 
For  example,  the  accounting  classificadon  for  the 
DoD  civilian  payroll  offices  will  be  deposit  fund 
account  97X6875,  "Suspense,  Department  of 
Defense." 
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B.  ?■!  mittance  to  Canadian  IJnenri- 
plovment  Insurance  Commission.  The  civilian 
payroll  office  shall  request  a  bulk  payment 
permit  and  infomation  on  devialinp.  from  remit¬ 
tance  procedures  from  the  Chief  Coverage 
Officer,  Unemplojinent  Insurance  Commission, 
Ottawa  1,  Ontario,  Canada,  An  SF  1049,  "Public 
Voucher  for  Refunds,"  shall  be  used  to  make  the 
biweekly  remittance  to  the  Commission  fwin  the 
deposit  fund  account  -X6a75. 

0603  MASS  TRANSFER  OF  PAY  AC¬ 
COUNTS 

060301.  A  mass  transfer  is  the  mevement  of  a 
number  of  employee  accounts  from  one  civilian 
payndi  office  to  another,  and  the  losing  civilian 
payroll  office  remains  operational.  Refer  to 
section  0105  for  procedures  concerning  DoD 
civilian  payroll  operations  which  are  being 
disestablished  in  accordnnet.'  with  corrsolidation 
initiatives. 

060302.  Requests  h)r  mass  transfer  or  transfer 
of  payroll  function  must  be  sent,  with  justifica¬ 
tion,  to  the  Director,  DFAS.  The  liirector,  or 
designated  official,  must  approve  all  such  re¬ 
quests  in  writing.  Thesi  actions  may  also  be 
initiated  by  the  Director  to  improve  efficiency 
and  economy  of  the  payroll  operation. 

060303.  Disine  Civilian  Payroll  Oftice  Responsi¬ 
bilities 

A.  The  losing  civilian  pavniil  office 
affec  ted  by  the  mass  transfer  must  notify  all 
afflicted  parties  receiving  support.  It  is  recom¬ 
mended  that  thisie  parties  Ix'  notif'  -d  at  least  90 
days  in  advance  of  the  proposed  iiansfer  but  not 
less  that  45  days  prior  to  the  date  of  the  actual 
transfer.  Below  is  a  list  of  affected  parties; 

1,  l  iv  civilian  personnel  offices 
that  provide  snpnnrt  to  tlie  employees  being 
transferred. 

2.  Kach  IRS  District  to  vvhich 
payments  for  tax  levies  are  remitted  for  employ¬ 
ees  affected  by  a  mass  transfer. 
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remitted  for  en  .lyces  affected  by  a  mass 
transfer. 

4.  Other  Federal  Agencie.s  for 
whom  debts  are  being  collected,  c.g..  Department 
of  Veteraas  Affairs  or  Department  of  Education. 

5.  Etefense  Manpower  Data 
Center  (DMDC). 

6.  State  and  local  taxing  authori¬ 
ties  if  the  traasfer  closes  out  the  account. 

7.  The  TSP  recordWeeper  at 

NFC. 

8.  FEHB  iasurance  carriers  by 
preparation  of  the  SF  2810  and  SF  2811. 

9.  Losing  liaison  offices. 

B.  The  losing  civilian  payroll  office 
shall  prepare  employee  substantiating  document 
files  as  stated  in  subparagraph  01()504.B.l. 
tha>ugh  4.  Every  effort  shall  be  made  to  transfer 
data  electronically  through  automated  conversion 
pa)cc.s.ses.  Hard-copy  documents,  original  or 
copy  as  appropriate,  sfiall  be  forwarded  to  the 
gaining  civilian  payroll  office  for  the  following 
even  if  the  data  ha.s  Ixjen  transferred  electronical¬ 
ly: 

1 .  Indebtedne.ss  to  the  U.S.  Gov- 
eminenl,  A  copy  of  documentation  to  support 
current  collection.s  with  the  unpaid  balance  of 
the  debt  on  the  transfer  date  and  the  remitlance 
address. 

2.  Form  6fi8-W.  Forward  the 
original  IRS  tax  levy  showing  the  unpaid  balance 
on  the  transfer  date. 

3.  (T)urt-Ordcred  Bankruptcy. 
Foewaixi  the  original  cr)urt  order  and  adden¬ 
dums  with  balance  due  on  tb  ■  current  (,rder  on 
tile  transfer  date. 

4.  Court-Ordered  Garnishment. 
Isirward  a  copy  ol  the  most  current  garnishment 
ior  .ihinony  •  hild  support  and/or  commercial 
ilebt  incliuling  addendums.  If  the  garnishment 


3.  Each  court  to  which  alimonv, 
child  support,  and  iiankiuptcy  payments  are 
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is  for  a  set  amount,  furnish  the  unpaid  balance 
on  the  transfer  date, 

5.  NAF  401k  Authorizations. 
Forward  a  copy  of  the  authorization  which 
supports  employee  contribution.s  to  an  NAF  401k 
plan  allowable  by  the  Portability  of  Benefits  for 
NAF  Employees  Act  (reference  (e)). 

6.  Form  TSP-l-NAF,  "TSP  Elec¬ 
tion  Form  for  Retroactive  Contributions  -  NAF 
Employees."  Forward  a  copy  of  the  TSP-l-NAF 
for  any  employee  who  is  currently  making 
retroactive  TSP  contributioas  allowable  by  the 
Portability  of  Benefits  for  NAF  Employees  Act 
(reference  (e)). 

7.  SF  1190.  Forward  a  copy  of 
the  latest  SF  1190. 

8.  FoiiV.  TSP-22.  Forward  a 
copy  of  all  Forms  TSP-22  which  support  TSP 
loan  information. 

9.  SF  1150  and  SF  IISOA.  Pre¬ 
pare  an  SF  1 150  in  accordance  with  1  he  Guide  to 
Processing  Personnel  Actions,  Subchapter  21 
(reference  (aq))  to  reflect  all  leave  balances  as  of 
the  end  of  the  last  pay  period  paid  by  the  losing 
civilian  payroll  office.  Prepare  an  SF  1150A  for 
the  tran.sfer  of  donated  k.’uve.  Forward  the 
original  of  the  SF  1150/ U50A  to  the  losing 
civilian  personnel  office  to  be  included  in  the 
OPF  and  forwarded  to  the  gaining  civilian 
personnel  office.  After  receipt  in  the  gaining 
civilian  personnel  office,  the  SF  1150/1 15()A  will 
be  forwarded  to  the  gaining  civilian  payroll 
office.  File  a  copy  in  the  employee's  substantiat¬ 
ing  diK'ument  file. 

10.  LES.  Forward  a  cr)py  of  the 
Lb'S  used  io  establish  temporary  leave  balance.s 
for  recent  employee  accessions  when  an  SF  1150 
has  not  been  received  by  the  losing  civilian 
payroll  office. 

11.  Physician's  Compaiability 
Authorization.  Forward  a  copy  of  the  service 
agreement  (or  equivali.-nl)  annotated  witli  the 
unpaid  iialame  as  of  the  Iransl'er  Jati. 
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12.  Statement  or  Annual  Annuity 
Amount  for  Keemployed  Annuitants.  Forward 
a  copy  of  the  SF  50  or  other  documentation  to 
support  the  ccillection  from  the  employee. 

13.  0PM  Form  1514.  Forward  all 
OPM  Form  1514  information,  including  unpaid 
balance  and  biweekly  deduction,  to  reestablish  if 
there  is  an  unpaid  balance  on  the  day  prior  to 
transfer. 

14.  Form  W-5,  Forward  a  copy 
of  the  Form  W-5  to  support  payment  of  the 
advance  earned  income  credit.  If  the  transfer 
date  is  at  the  end  of  the  pay  year,  do  not  tran.sfer 
the  Form  W-5.  A  new  Form  W-5  must  be  sub¬ 
mitted  by  tlie  tnnployee. 

15.  Severance  Pay  Authorization. 
Forward  a  copy  of  the  documentation  for  each 
employee  authorized  and  receiving  severan'  e 
pay  if  nut  provided  in  the  automated  conversion 
process.  Annotate  the  document  with  the  num¬ 
ber  of  weeks  remaining  in  the  severance  period, 
and  the  remaining  .severance  pay  to  be  paid. 

16.  Unprocessed  Doeunienls. 
Forward  originals  or  copies  of  all  Jiipmcesscd 
documents  with  future  effective  dales. 

17.  COP,  Worker's  Compensation 
and  Buy  Buck  of  Leave.  Forward  copies  of  docu¬ 
mentation,  if  available,  whicli  support  tlie  pay¬ 
ment  of  COP  and/or  places  an  employee  on 
worker’s  compensation.  Forward  e('pies  of 
documentation  to  support  buy  back  of  leave. 

C.  Coinpli'li'  l^'inal  Pay  I’eiiod  Pro- 
ce.s.sinr..  i'he  lo.sing  civilian  payroll  orfiee  niust 
complete  pn)ce.ssing  for  tlie  last  ]iay  period  fur 
which  it  has  responsibility  for  the  emplovees 
affected  hy  lire  mass  transfer.  Compli.’tion  of 
the.se  actions  will  allow  the  employee's  records 
to  contain  the  most  current  inforinalion. 

1.  Compute  and  proces.s  final 
salary  and  other  payments.  Prior  to  processing 
the  final  pay  period,  ensure  that  all  time  and 
attendance  reports  and  all  documenlalion  from 
civilian  peisionni’l  offices  have  hecn  processed. 
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2.  Reconcile  and  clear/remit  any 
deposit  fund  account  for  the  employees  affected 
by  the  mass  transfer. 

3.  Produce  SFs  2806/3100. 

a.  SFs  2806/3100  shall  be 
forwarded  to  OPM  when  the  transfer  is  from  one 
Component's  to  another  Component's  civilian 
payroll  office,  or  from  a  Component's  civilian 
payroll  office  to  a  DoD  (code  97)  civilian  payroll 
office. 

b.  SFs  2806  shall  be  for¬ 
warded  to  the  gaining  civilian  payroll  office 
when  the  transfer  is  from  a  losing  civilian  pay¬ 
roll  office  within  the  same  Component  or  be¬ 
tween  DoD  (code  97)  civilian  payroll  offices.  SFs 
3100  shall  be  forwarded  to  OfM. 

4.  Bond  balances  shall  be  trans- 
feired  and  not  refunded  to  tne  employees  for  a 
transfer  from  a  Component's  civilian  payroll 
office  to  the  coasolidaterl  civilian  payroll  office 
and  from  one  consolidated  civilian  paynill  office 
to  another  consolidated  civilian  payroll  Oi.ice, 
Bond  balances  shall  be  refunded  and  not  traivs- 
fetred  whn  the  transfer  is  from: 

a.  Civilian  payroll  offices  of 
the  Same  Cotoponenl; 

b.  Civilian  tiayroll  offices  of 
different  Components;  jod 

c.  Consolidated  civilian 
payroll  offices  to  a  C'  apunenfs  civilian  payroll 
office, 

5.  Compensatory  hours,  reli¬ 
gious  compensatory  hours,  and  credit  hour 
balances  shall  be  paid  for  all  transfers  from  one 
employing  activity  to  another  employing  activity, 

ti.  if  a  mass  transier  of  employ¬ 
ees  occurs  involving  the  payment  of  only  1  week 
of  pay  for  the  losing  or  gaining  civilian  payroll 
office  because  of  a  change  of  pay  period  cycles, 
deductions  for  health  benefits  and  group  life 
insurance  shall  be  made  in  accordance  with 
instructions  in  sections  '1408  and  040v.  Leave 
shall  be  credited  in  accordance  w>th  instructions 


in  subparagraph  050104.B.  The  following  actions 
shall  bt:  taken  by  the  losing  civilian  payroll  office 
when  payment  for  em.ployecs  is  made  for  1 
week. 

a.  All  outstanding  bond 
balances  as  of  the  date  of  transfer  shall  be  han¬ 
dled  in  accordance  with  subparagraph 
060303.C.4. 

b.  All  compensatory  time 
balances  and  credit  hour  balances  must  be  paid 
if  the  employees'  employing  activity  changes. 

c.  All  percentage  withhold¬ 
ings  (mtiremenl.  Social  Socurity/Medicare,  ISP, 
Federal,  Slate,  and  local  taxes,  etc.)  shall  be 
withheld  at  tne  correct  percentage,  based  on  the 
1  week  pay  amount. 

d.  All  standard  deductions 
(health  benefn.s,  life  insurance,  dollar-based  TSF, 
union,  etc.'  shall  be  withheld  at  one-half  the 
regular  amount. 

e.  Garnisiiments  and  other 
involuntary  deductions  (child  support,  tax  levie.s, 
etc.)  shall  be  withheld  at  one-half  the  biweekly 
amount. 

f.  Then'  shall  be  no  with¬ 
holdings  for  savings  allolrneiiLs,  savings  bond.s, 
charily,  or  other  voluntary  allotments. 

g.  I'liere  shall  lie  no  willi- 
holdiiig  for  TSP  loa'vs. 

If  the  gaining  civilian  payroll  office  is  to  make 
the  1  week  payment  for  employees,  ilem.s  c. 
through  g.  above  apply. 

7.  The  losing  civilian  payroll 
office  .shall  make  any  retroactive  adjustments 
necessary  for  an  employe’-  pn-viousiy  paid  by 
their  office. 

t)M)30'i.  Gaii'Mie  Civilian  Payroll  Office  Respon¬ 
sibilities.  The  gaining  civilian  pi-yroll  office  .shall 
establish  employee  subslan'iating  a,  umenl  f'les 
wil!i  the  employee’s  SSN  and  name. 
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0604  DOUBTFUL  OR  QUESTIONABLE 
CLAIMS 

060401.  General.  Under  title  4  of  the  GAO 
Policy  and  Procedures  Manual  for  Guidance  of 
Federal  Agencies  (reference  (ar))  and  Volume  5 
of  tliis  Regulation,  claims  arc  received  on  a 
continuing  basis  from  present  or  foimcr  civilian 
employees  for  additional  compensation  for 
various  reasons.  All  such  claims  must  receive 
individual  processing  to  determine  administra¬ 
tively  whether  or  not  the  employee  is  entitled  to 
the  amount  claimed.  If  the  claim  relates  to  the 
determination  of  an  entitlement  or  similar  matter 
which  is  the  responsibility  of  the  civilian  person¬ 
nel  office,  it  should  be  negotiated  and  document¬ 
ed  through  the  employing  activity's  personnel 
channels.  If  the  matter  remains  unsettled  and 
the  employee  wishes  a  GAO  review,  the  civilian 
payroll  office  shall  fully  document  the  case, 
including  the  review  processes,  and  forward  the 
file  to  the  Defense  Debt  and  Claims  Management 
office  of  the  apprnprh.te  DFAS  Center. 

060402.  Pixicedurcs 


A.  Filine  a  Claint.  Claims  should  be 
filed  with  the  activity  at  which  the  individual 
was/is  employed  during  the  period  for  which 
additional  compen.sation  is  claimed.  The  claim 
shall  be  fully  documented  and  sent  to  the  ad¬ 
dress  identified  in  paragrapli  060401.  for  all 
claims  related  to  civilian  pay  matters  wluch 
cannot  be  resolved  at  tlv;  ba.se  or  major  com¬ 
mand /claimant  level. 

B.  I’roce.ssini;  Claims 


1.  Approved  Claims.  Claims 
received  by  the  civilian  payroll  office  from  the 
claimant  may  be  approved  and  paid  when  there 
is  no  question  of  law  or  fact  and  the  claim  is 
originated  within  6  years  from  (he  dale  the  right 
to  payment  accrued,  pnivided  the  claim  can  be 
3ppR)ved  promptly  and  paid  in  the  full  amount. 
Any  claim  received  from  GAO,  including  those 
originally  received  by  the  offices  identified  in 
paragraph  060401.  but  forwarded  to  GAO  for 
approval,  shall  lie  acted  upon  in  accordance  with 
iastructions  in  the  letter  transmitting  the  claim  to 
the  civilian  payioll  office.  The.se  claims  sliall  ixi 
paid  only  at  tlie  diivction  of  GAO  or  the  appro¬ 


priate  office  identified  in  paragraph  060401. 
When  payment  is  to  bo  made  by  the  civilian 
payroll  office,  the  claim  shall  be  paid  as  pa'"!  of 
the  regular  payroll. 

2.  Disappixwed  Claims.  Claims 
not  received  through  GAO  which  are  disap¬ 
proved  administratively  by  the  civilian  payroll 
office  shall  be  returned  to  the  cl.  imant  with  a 
letter  containing  the  basis  for  the  disapproval,  if 
the  employee  appeals  the  disapproval,  the  claim 
shall  be  forwarded  to  GAO  via  the  appropriate 
office  identified  in  paragraph  060401. 

C.  PiKumenls.  Generally,  documents 
required  to  support  a  claim  are; 

1.  A  letter  of  transmittal  pre¬ 
pared  by  the  civilian  payroll  office,  addressed  to 
the  appropriate  office  identified  in  paragraph 
060401.  The  frillowing  sliall  be  included; 

u.  I'he  claimant's  name, 

SSN,  addre.ss  and  agency  or  brancli  of  service; 

b.  A  statement  of  the 

pertinent  facts  out  of  wliich  tlie  claim  arose; 

c.  A !  tatemeni '  if  the  doubt 

or  other  reason  for  forwarding  llie  claim; 

d.  A  recommendation  for 

the  proper  disposition  of  the  claim; 

e.  A  ciiali'in  Jo  peilinent 

supporting  documenl.s; 


f.  A  statement  ihat  the 
claim  has  nut  been  and  will  iiol  be  paid  until 
certified  in  the  name  of  the  Comptroller  General; 

g.  A  complete  symbol 

citation  lo  tiie  applicalile  ajipropriation  or  fund. 

2.  A  claim  ieitei'  suliinitteu  by 
theelaimant,  leg.il  re>presenlative,  or  other  lawful 
claimant.  The  letter  includes  name,  SSN,  and 
address  of  the  claimant. 


3.  liii'  original  and  one  C'.’.py  of 
any  supjvorJing  UoLunients.  l  liesv  documents 
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include  the  following  depending  on  the  typo  of 
claim  involved; 


a. 

Any  pertinent  vouchers; 

b. 

Any  pertinent  time  and 

attendance  reports; 

c. 

Individual  pay  record; 

a. 

Certified  copy  of  the  SF 

1150; 

0. 

Certified  copies  of  the  SF 

50; 

f. 

Transcript  of  service 

history; 

Overtime  authorii/atioas; 

i\. 

Leave  applii  atioiis. 

doctor’s  statement. 

etc.; 

i. 

Other  required  diKu- 

4.  An  unpaid  vc'udier  fwm  the 
civilian  payroll  offic",  in  original  and  the  appro 
priate  number  of  copies,  for  all  cases  when  the 
amoun*  may  be  due,  including  dimhtful  cases. 
One  copy  Ls  kept  or.  file.  The  appropriate  Toder- 
al.  State,  and  local  tax  withholdings,  life  insur¬ 
ance,  retirement,  or  Social  Security/Medicare 
deductions  are  to  be  indicated  in  the  appnipriate 
places  on  the  voueh.'r.  The  employer's  contribu¬ 
tion  to  retirement,  life  insurance,  and  Social 
Security /Medicare,  etc.,  are  also  to  Ik'  indicated. 
The  complete  acctmieiing  classification  is  to  Ik 
included,  whether  the  recommendation  is  for  or 
agaiast  the  r'^im. 

5.  It  an  attorney  pnisenLs  a  claim 
for  an  employee,  verification  that  he  or  she  has 
authority  to  act  for  the  empteyee,  e.g.,  a  c(!py  of 
a  .cigned  fee  agreement,  a  letter  fmm  the  employ¬ 
ee  or  a  duly  executed  power  of  attorney. 

0604v)3.  Payment.  Claims  that  have  adirdnistra- 
tivelv  been  determired  correct  by  GAO  are 
settled  and  paid  by  the  ■  ivilian  payroll  office. 


060404.  Claims  Required  To  Be  Submitted  To 
GAO.  The  following  classes  of  claims  may  not 
be  paid  or  denied  administratively,  but  must  be 
forwarded  to  the  Claims  Division,  U.S.  General 
Accounting  Office,  Washington,  DC  20548. 
Tb-sc  claims  are  forwarded  to  GAO  via  the 
o'  CCS  identified  in  paragraph 060401.  foradjudi- 
cation  unless  otherwise  specifically  piovided  by 
law.  See  title  4,  sectiorus  5.1  and  7.1,  of  the  GAO 
Policy  and  Procedures  Manual  for  Guidance  of 
Federal  Agencies  (mferenco  (ar)). 

A.  Claims  which  involve  doubtful 
quesiions  of  law  t)r  fact,  except  those  under  S25, 
and  claims  which  have  been  the  subject  of  an 
advance  decision  of  the  Comptroller  General,  in 
which  case,  a  reference  to  the  deci.s!on  must 
appear  on  the  voucher  supporting  the  payment. 
When  a  claim  contains  items  which  involve 
doubt,  and  items  which  the  DFAS  Centers  can 
settle  administratively,  only  the  doubtful  por¬ 
tions  over  $25  should  be  referred  to  GAO  for 
settlement. 

B.  Claim.s,  mgardless  of  doubt,  whicli 
am  mquired  by  statute,  by  regulation  appearing 
in  other  chapters  of  tille  4  of  the  GAO  Policy  and 
Pmeedures  Manual  for  Guidance  of  Federal 
Agencies  (reference  (ar)),  or  by  decision  of  tlie 
Comptroller  General,  to  lx;  sellled  by  the  GAO 
iK'fore  payment  is  made  or  denied. 

C.  Reclaims  of  items  pmviously 
denied  iii  an  administrative  review  by  llie  DF'AS 
Centers,  unless  it  is  determined  administratively 
that  the  action  taken  was  clearly  in  error  and 
properly  can  be  corrected  by  the  DFAS  Conteis. 

D.  Claims  whicli  appear  to  be  burred 
by  the  applicable  statute  of  limilalion  at  the  time 
of  receipt  for  administrative  review  by  the  DFAS 
Centers.  If  tlie  statu’ory  period  of  limitatioas 
will  sixm  expire,  claimants  shall  submit  th(;ir 
claims  directly  to  the  Claims  Division  iif  GAO. 
In  order  to  protect  the  interests  of  claimants, 
claims  received  as  »o  which  the  right  of  payment 
accrued  4  years  or  more  before  the  dat"  of 
i\‘<  eipt  and  which  cannot  promptly  be  approved 
and  in  the  full  amount  claimed  shall  immediate¬ 
ly  b<;  •x.'/ciTcd  to  the  Claims  Division  of  GAO. 
The.se  claims  .sliull  Ik  recorded  in  GAO,  after 
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which  they  shall  he  returned  for  payment,  deni¬ 
al,  or  referral  back  to  the  GAO  for  adjudication. 

060405.  Advance  Dcci.sion.s.  Requests  for  an 
advance  decision  from  the  Comptroller  General 
of  the  United  .Stato.s  .shail  be  processed  as  pre¬ 
scribed  in  Volume  5  of  this  Regulation.  In 
addition  to  normal  submission  channels  pre¬ 
scribed  in  Volume  5  of  this  Regulation,  reque.sts 
to  the  Comptroller  General  involving  the  deter 
mination  of  an  entitlement  or  similar  mailer 
which  is  the  responsibility  of  the  civilian  person¬ 
nel  office  shall  be  negotiated  and  documented 
through  the  civilian  personnel  channels. 


(  • 


f 
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CHAPTER  07 

SPECIAL  CATEGORY  EMPLOYEES 


0701  OVERSEAS  EMPLOYEES 

070101.  The  general  pay  provisions  for  GS 
employees  stateside  aiso  apply  to  GS  employees 
overseas.  The  DoD  Civilian  Personnel  Manual, 
(DoD1400.25-M),  Chapter  592,  "Overeeas  Allow¬ 
ances  and  Differentials"  (reference  (u))  authorizes 
and  governs  the  payment  of  allowances  and 
differentials  to  civilian  employees  of  the  DoD 
who  are  citizens  of  the  United  States  and  who 
arc  located  in  loniign  areas.  The  Department  of 
State  Standardized  Regulations  (Government 
Civilians,  Foreign  Areas)  (reference  (t))  prescribe 
the  eligibility  requirements  to  be  met  by  employ¬ 
ees,  the  applicable  rates  to  be  paid,  and  the 
provisions  to  be  observed  in  paying  overseas 
allowances  and  differentials. 

070102.  Foreign  Nationals 

A.  Authority.  The  legal  basis  for 
setting  pay  for  foreign  i\ational  employees  is 
Sf  tion  408  of  the  "Foreign  Service  Act  of  1980" 
(P.L.,  96-465)  (n-feronce  (e))  (22  U.S.C.  3968) 
(reference  (as)).  D»iD  Insti  action  1400.10,  Em¬ 
ployment  of  Foreign  Nationals  in  Foreign  Areas 
(refetence  (at)),  delegates  tliis  authority  to  the 
Secretaries  of  the  Military  Departments,  the 
Chairman  of  the  Joint  Chiefs  of  Staff,  and  the 
Directors  of  the  Defense  Agencies  for  rodeiega- 
tion  to  Service  commands  to  establish  salaries, 
fringe  benefits  and  related  comperuJation  matters 
for  non-U.S.  citizen  employees.  The  DoD  Manu¬ 
al  for  Foreign  National  Compensation  (DoD 
1416.8-M)  (reference  (au))  pre.scribes  the  proce¬ 
dures  and  instructions  for  the  development  of 
compensation  programs  for  foreign  nationals 
employed  by  the  U.S.  Forces  in  foreign  areas. 

B.  Entitlements.  Wage  schedules  for 
foreign  national  employees  are  established  by  the 
EViD  Wage  Fixing  Autliority  based  on  locality 
wage  surveys  or  other  available  data  as  pnivided 
by  the  activity  labor  agreement  between  tlse  U.S. 
Government  and  the  government  of  the  foreign 
country.  The  basis  for  salary  determination  and 
deductions  are  contained  in  the  employing  activ¬ 


ity's  applicable  inter-country  agreements  and 
personnel  regulations. 

070103.  Panama  Employees 

A.  General.  The  wages  for  the  Pana¬ 
ma  Canal  Employment  System  are  approved  by 
the  Panama  Area  Personnel  Board  under  35 

C.F.R.  251  (reference  (av)). 

1.  Transfer  of  Function 
Pre-Treaty  Employees.  These  arc  employees  that 
transferred  from  the  former  Canal  Zone  Govern¬ 
ment  to  DoD  activities  in  the  Republic  of  Pana¬ 
ma.  They  differ  from  the  other  types  of  employ¬ 
ees  by  their  leave  entillcmcnts. 

a.  These  employees  accrue 
leave  at  the  rate  of  11  hours  a  pay  period  for  25 
pay  periods  and  9  hours  for  the  26th  pay  peri¬ 
od.  If  there  are  27  leave  periods  in  the  leave 
year,  no  leave  is  accrued  for  the  27th  pay  period. 
Panama  employees'  leave  is  used  for  all  purjios- 
cs.  The  maximum  accrual  for  the  leave  year  is 
284  hours.  The  maximum  annual  leave  ceiling 
(carryover)  is  760  hours.  Wlien  these  employees 
are*  voluntarily  reassigned  to  a  DoD  non-transfer 
of  function  office,  they  revert  to  the  regular 
Federal  employees'  leave  system. 

b.  Leave  Balance  upon 
Movement  of  Transfer  of  Function  Pre-Treaty 
Emnlovees.  When  an  employee  described  in 
subparagraph  070103. A. 1  .a.  departs  for  an  as 
signment  outside  the  Republic  of  Panama,  the 
enjployec  is  entitled  to  carry  forward  the  balance 
of  leave  credited  at  the  end  of  tlie  pay  period 
including  the  date  the  employee  departs  fur :  uch 
assignment.  The  annual  Iciave  cany  forward 
balance  may  not  exceed  a  maximum  of  760  iiours 
unless  the  employee  has  been  authorized  a 
greater  balance  (5  U.S.C.  6304(c))  (reference  (b)) 
and  (5  C.F  R.  630.302)  (reference  (1)).  If  any  such 
balance  is  in  excess  of  240  hours  and  is  reduced 
as  of  the  end  of  the  leave  year,  the  reduced 
amount  becomes  the  new  carry  forward  balance. 
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2.  Pre-Treaty  Employees.  These 
are  employees  hired  before  the  October  1,  1979, 
Treaty. 

a.  Pre-Treaty  non-U. S. 
citizens  arc  subject  to  CSRS  (no  Medicare),  FEHB 
and  FEGLI.  The  FEHB  plan  is  under  the  Pana¬ 
ma  Canal  Area  Benefits  plan  as  officially  listed 
by  0PM  (see  paragraph  040808.).  Hcjwcver,  not 
all  of  these  employees  are  under  the  FEHB.  In 
1982,  these  employees  were  allowed  to  choose  to 
receive  their  health  benefits  from  the  Panama 
SrKiul  St'curity  System  or  the  FEHB. 

b.  When  a  Pre-Treaty  non- 
U.S.  citizen  retires  or  separates,  the  a-tirement 
a'cord  goes  to  0PM.  No  identifying  number  is 
shown  on  the  SF  2806,  however,  it  is  annotated 
with  the  statement  "This  is  a  non-U.S.  citizen." 

3.  Post-Treaty  Employees. 
These  are  employees  hired  on  or  after  October  1, 
1979.  They  am  not  covea'd  by  the  IX’partment 
of  Labor  Workers  Compensation  Act.  They  are 
covea'd  by  Panama  Social  .Security  for  on  the  job 
injury. 

a.  Post-Ta-aty  Panamanians 
are  subject  to  Panama  Social  Security  tax  which 
includes  their  health  ixmefit  coverage.  They  also 
have  Panamanian  life  insurance. 

b.  Post-Ta*aty  third  country 
employees  aa*  covered  under  the  Panama  Social 
Security  System. 

4.  Non-U.S.  C.'iti/en  DoDPrS 
Teachers.  These  empioyees  an'  included  in 
.section  0702. 

B.  Identification  Numbers.  Ail  non- 
U.S.  citizen*  aa-  identified  by  the  Cedula  num¬ 
ber.  The  Panamanian  Government  uses  this 
number  for  similar  purposes  as  the  t  inited  States 
uses  the  SSN.  The  Cedula  number  is  a.ssigried  at 
birtl  )r  when  a  foa-igner  becomes  an  official 
a'sident  of  Panama. 

1 ,  The  Cedula  number  may  have 
one  or  two  alpha  characteis  in  .several  configura¬ 
tions.  This  numbiT  is  used  to  report  Panamani¬ 
an  income  tax. 


2.  Each  Panamanian  is  assigned 
two  other  numbers  which  arc  called  Seguro,  or 
Panamanian  social  security,  and  individual 
personal,  that  are  used  for  various  reporting 
purposes. 

a.  The  Scguni  is  currently 
a  7-digit  number  a.s.signed  by  the  Panama  Social 
Security  Hospital  Sy.stem.  It  is  assigned  to  all 
local  Panamanian  and  third  country  persorts.  It 
is  used  only  for  hospital,  health  care  and  retire¬ 
ment. 

b.  The  individual  personal 
numlxjr  is  a  5-or  6-digit  number  used  by  em¬ 
ployers  to  pay  into  an  employee's  retirement 
account  and  health  care  within  the  Panamanian 
Social  Security  System.  This  number  is  used  in 
place  of  the  SSN  to  identify  Panamanian  foreign 
nationals  in  the  civilian  payroll  systems. 

C.  Lleductinns.  Panamaniaas  are 
authorized  to  contribute  to  the  CFC,  have  union 
dues  deductions,  and  participate  in  TSP.  All 
Panamanians  are  subject  to  the  Panama  income 
tax  and  educational  taxes. 

D.  Dual  Appointments.  Dual  ap- 
p«>intmenLs  for  Panama  are  governed  by  tire 
same  rules  as  other  Federal  employees,  with  the 
exception  of  the  pseudo  SSN.  For  Panamanians 
a  p.seudo  individual  personal  number  is  used  in 
place  of  the  p,seudo  SSN. 

E.  FLSA.  Tilt!  FLSA  does  not  apply 
to  civilian  employees  working  in  Panama  regard- 
le.ss  of  citizenship. 

()701()'l.  Canadian  Employees 

A.  Generaj.  Canadian  national  direct- 
hire  employi"es  receive  compensation  comparable 
to  that  paid  to  Canadian  Qivemmcnt  employees 
in  the  same  locality  and  performing  essentially 
the  .Same  work  with  relatively  the  same  degree 
of  responsibility. 

B.  Authority.  DoD  Directive  ]40().6, 
DoD  Civilian  Employees  in  Overseas  Areas 
(reference  (aw)),  and  DiD  Instruction  1  '00.10, 
Employment  of  Foreign  Nationals  in  Foreign 
Areas  (reference  (at)),  contain  tlie  authority  for 
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the  administration  of  foreign  nationals,  including 
Canadians. 

C.  Entitlements 

1.  Hours  of  Duty.  The  workday 
is  7  1/2  hours  and  the  workweek  is  27  1/2 
hours. 


2.  Holidays.  Canadian  legal 


holidays  are  observed  with  no  charge  to  leave. 
If  an  emergency  requires  work  on  a  Canadian 
holiday,  an  additional  day's  pay  is  provided  or 
the  employee  is  given  compensatory  time  off. 
The  following  arc  the  legal  Canadian  holidays; 

a. 

New  Ycaris  Day  (Jan  1); 

b. 

C(H)d  Friday  (Mar-Apr); 

c. 

Easier  Monday  (Mar- 
Apr); 

d. 

Victoria  Day  (May  24); 

0. 

Canada  Day  (July  1); 

f. 

Civic  Holiday  (Ist  Mon 
in  Aug); 

8- 

Labor  Day  (Isl  Mon  in 
Sep); 

h. 

Thanksgiving  Day  (Oct- 
Nov); 

i. 

Remembrance  Day  (Nov 
11); 

)• 

Christ.mas  Day  (Dee  2.5); 
and 

k. 

Boxing  Day  (Dec  26). 

3.  Absence  and  Leave.  Sick 
leave  is  accrued  at  the  rate  of  4  1/4  luiurs  each 
pay  period  except  for  the  last  pay  period  of  the 
leave  year.  During  the  last  pay  period,  6  1/4 
hours  accrue.  The  toial  annual  accumulation  is 
112  1/2  hours  or  15  days  of  sick  leave. 


4.  Work-Related  Injury  or 
Illness.  Compensation  for  work-related  injuries 
or  illness  i.s  covered  by  the  FECA  (reference  (e)). 

D  Pay.  Salaries  are  based  on  rates  in 
.\pproved  agreements  between  the  Treasury 
board  of  Canada  and  the  Public  Service  Alliance 
of  Canada  for  Canadian  Civil  Service  Employees. 
The  effective  dates  are  the  same  as  in  the  basic 
Canadian  agreements.  Pay  is  in  Canadian 
dollars  on  a  biweekly  basis. 

E.  Stct>  Increases.  Step  increases  are 
made  annually,  until  the  top  step  is  reached, 
upon  written  certification  by  the  supervisor  that 
an  employee  has  demonstrated  an  acceptable 
level  of  competence  during  the  waiting  period. 
Certification  is  completed  and  forwarded  to  the 
civilian  personnel  office  for  processing  prior  to 
the  effective  date  of  the  step  increase.  Step 
increa.se.s  arc  effective  at  the  beginning  of  the 
finit  pay  period  following  the  effective  date  of 
the  anniversary. 

F.  Retroactive  Pay.  Retroactive  pay 
adjustments  are  made  on  the  basis  of  agreements 
covering  Caitadian  Civil  Service  employees. 
'Ihese  adjustments  are  payable  to  employees 
.si'paraled  during  the  retroactive  period. 

C.  lA‘ave  Without  Pay  fLWOl’l. 
Aggregate  periods  of  LWOP  of  more  than  80 
houis  during  Ihe  waiting  period  for  a  step 
increa.se  delays  the  increase.  Extended  periods 
of  LWOP  also  affect  leave  accruals. 

1 1.  Canada  Peasion  Plan.  Employees' 
contributions  to  the  Canada  Peasion  Plan  are 
deducted  from  their  salaries.  The  employer's 
coniribution  is  paid  by  the  U.  S.  Government. 

I.  Registered  /RetiremenI  Peasion 
Plan.  The  U.S.  Government  pays  an  amount 
equivalent  to  the  employees'  contributioas  up  to 
a  legal  maximum  of  annual  salaries. 

J.  Severance  Pay.  Employees  are 
paid  a  lump  .sum  amount  according  to  the 
following: 

1.  Lay-Off.  Two  weeks  of  pay 
for  Ihe  Hist  complete  year  of  continuous  employ- 
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mcnt  and  one  week  of  pay  for  each  additional 
complete  year  of  continuous  employment  with  a 
maximum  benefit  of  28  weeks  of  pay. 

2.  Resignation,  On  resignation 
with  10  or  more  years  of  continuous  employ¬ 
ment,  one-half  week  of  pay  for  each  complete 
year  c.  continuous  employment  up  to  a  ma.xi- 
nium  of  26  years  with  a  maximum  benefit  of  13 
weeks  of  pay. 

3.  Retirement.  On  retirement, 
when  an  employee  would  be  entitled  to  an 
immediate  annuity  or  to  an  immediate  annual 
allowance  had  the  employee  been  under  the 
Canadian  Government  Public  Service  Superannu¬ 
ation  Act  (reference  (ax)),  one  week  of  pay  is 
paid  for  each  complete  year  of  continuous  em¬ 
ployment  with  a  maximum  benefit  of  28  weeks 
of  pay. 

4.  Death.  If  an  empUiyce  die.s, 
one  week  of  pay  is  paid  to  the  employee's  estate 
for  each  complete  year  of  continuous  employ- 
incMil  with  a  maximum  benefit  of  28  weeks  of 
pay,  regardless  of  any  other  benefits  payable. 

K.  Ontario  Health  Insuranee  Piui\. 
Employees  enwlled  in  tine  Ontario  health  insur¬ 
anee  plan  are  reimbursed  an  amount  equivalent 
to  the  Canadian  Government  contributions  under 
tlie  plan.  Claims  for  reiinhurseineni,  .supported 
by  receipts,  are  .subniilled  annually  by  the  end  of 
the  calendar  year. 

L.  Unemployment  In.surance.  The 
U.S.  Government  contributes  the  amount  equal 
to  that  which  would  bo  paid  by  a  Canadian 
Government  employer  to  Uie  Canadian  fund. 
Employee  contributions  are  deducted  from  their 
salary.  More  information  on  unemployment 
insurance  for  Canadian  <'mployees  is  in  section 
0602. 

M.  Canadian  Income  Tax.  Employee.s’ 
contribuli(.ns  art’  deducted  from  their  salaries. 

N.  Occidental  Life  Insuranci'.  Contri 
butions  aiv  deducted  from  the  salary  at  the 
employee's  request. 


O.  Awards.  Canadian  National 
employees  are  eligible  for  all  awards  generally, 
except  quality  incrca.scs. 

0702  DEPARTMENT  OF  DEFENSE  DEPEN¬ 
DENTS  SCHOOLS  (DoDDSl  EMPLOYEES 

070201.  Tcachini:  Position  (TPl  Pay  Plan  - 
Educators 

A.  General.  Title  20,  U.S.C.  901-907 
(reference  (ay)),  as  implemented  by  DoD  Direc¬ 
tive  1400.13  (reference  (a/,)),  govcm.s  the  salaries 
and  personnel  practices  applicable  to  educators 
employed  by  EXrDDS  on  a  sch(X)l-year  basis 
overseas.  The  p.iy  and  personnel  practices  are 
implemented  by  policies  and  regulations  issued 
by  the  Office  of  Dependenks  Education  and  the 
DoD  Education  Activity.  The.se  policies  and 
regulations  differ  eoasidcrably  from  those  appli¬ 
cable  to  other  Federal  civilian  employee.s  paid 
under  5  U.S.C.  (mfcrence  (b))  or  other  statutes. 
The  DoDDS  educator  salaries  are  authorized 
under  the  TP  pay  plan  and  are  earned  during  a 
school-year  (.sea.sonal)  work  schedule  and  are 
paid  on  a  sch(;ol-year  nr  calendar-year  basis, 
depending  upon  the  work  schedule  (i.e.,  190-  or 
222-duty  days).  A  TP  educator  does  not  earn 
annual,  sick,  or  home  leave  under  .3  U.S.C. 
(reference  (b)).  Normally,  a  TP  educator  is  not 
scheduled  to  work  on  recess  days  (including 
holidays)  during  the  school  yi’ar,  nor  docs  a  TP 
educator  earn  pay  for  recess  days,  biweekly  pay 
for  a  TP  educator  is  computed  diffeamtly.  A  TI’ 
educator  employed  by  DoDDS  to  instruct  in  the 
Junior  Kesei-vi'  Officer  Training  Corps  (JROTC) 
program  is  conipensaled  under  the  provisions  of 
10  U.S.C.  2031(d)  (n'ference  (ba)).  Pay  practices 
and  procedures  unique  to  the  TP  einploynienl 
system  and  how  it  affects  computation  are 
di.scu.s.scd  in  the  following  paragraphs. 

b.  .Seliool  Year  Calendars 

1 .  The  "school  -year"  for  most  TP 
educaioi"s  consists  of  190  sehi?duled  working 
(duty)  days,  including  niirmally  183  days  during 
which  classroom  instruction  occurs.  Included  in 
the  190  duly  days  is  the  time  required  Ix’fore 
and  after  the  dates  school  is  in  session  when  the 
services  of  all  ot  a  majority  of  the  educators  utc 
Inquired  to  prepare  for  the  opening  and  dosing 
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of  school,  A.s  long  i<s  190  duty  days  are  required 
and  not  less  than  175  days  of  work  occur  on 
classroom  instructional  days,  the  work  scheduie 
may  be  adjusted  after  the  school  year  begins 
with  no  resultant  change  in  school-year  salary. 
Additional  compensation  is  not  authorized  for 
make-up  days  required  to  meet  the  175  class¬ 
room  instructional  day  minimum.  Should  work 
beyond  the  190  duty  days  during  a  given  school 
year  (August  1  through  July  31)  be  required,  an 
educator  shall  be  compensated  at  the  appropriate 
daily  rate  as  of  the  191st  working  day.  Should 
an  emergency  preclude  completion  of  a  full 
school  year  at  one  or  more  schools,  an  educator 
must  be  furloughed,  separated,  or  the  salary 
continued  until  the  full  school-year  salary  has 
been  paid. 

2.  The  "school  year"  for  a  school 
principal  and  assistant  principal  consists  of  222 
working  (duty)  days,  including  any  time  when 
the  services  of  a  majority  of  educators  at  the 
school  are  required.  As  long  as'  the  222  duty 
days  aiv  required  and  not  less  than  175  days  of 
work  occur  on  classroom  instniction  days,  the 
prineipal's  and  assistant  principal's  work  sched¬ 
ule  may  be  adjusted  with  no  resultant  loss  of 
scliool  year  salary.  Additional  compensation  is 
not  authorized  for  make-up  days  required  to 
meet  the  175  cla.ssriKim  instructional  day  mini¬ 
mum.  Should  work  beyond  222  duty  days 
during  a  given  school  year  (August  1  through 
July  31)  be  required,  the  principal  and  assistant 
principal  shall  be  paid  the  appropriate  daily  rate 
as  of  tile  223rd  working  day.  Should  an  emer¬ 
gency  preclude  completion  of  tlie  full  school 
year,  the  principal  or  assistant  principal  must  be 
furloughed,  separated,  or  salary  c(3nlinued  until 
Ihe  full  school-year  salary  has  been  paid. 

3,  Each  year  before  the  school 
year  begins,  each  overseas  CViDDS  regional 
headquarters  prepares  a  school-year  calendar  for 
the  schools  within  the  region.  The  calendars 
tnay  vary  among  and  within  the  regions  due  to 
local  customs  and  holid.ays.  The  calendars  iden¬ 
tify  the  first  and  last  duty  days  of  the  school 
year  (i.e.,  duty  days  for  educators  and  instruc¬ 
tional  days  for  students)  and  the  recess  days  for 
educators  and  students,  Rece.ss  days  are  days 
that  educators  are  in  a  nonduty  and  lumpay 
status.  Recess  days  include  Federal  holidays  and 


other  nonduty  days  occurring  during  the  school 
year  such  as  Thanksgiving  Day  and  the  follow¬ 
ing  Friday  when  educators  are  not  required  to 
work  and  are  not  charged  leave.  Each  overseas 
DoDDS  regional  headquarters  shall  submit  a 
copy  of  all  applicable  school  calendars  to  the 
servicing  DFAS  civilian  payroll  offices  not  later 
than  4  weeks  prior  to  the  first  duty  day  of  the 
new  school  year.  Any  changes  to  the  calendars 
shall  be  submitted  as  soon  as  possible. 

C.  Work  Schedules.  All  TP  pay  plan 
educators  are  scheduled  to  work  and  take  leave 
in  full  or  half-day  incremenb..  T1  ri  includes 
schtml-lcvcl  administrators  as  well  as  substitute 
teachers.  Substitutes  performing  certain  itinerant 
services,  however,  such  as  extra-duty  type  work 
and  tutoring  in  the  home  of  sick  students,  may 
accumulate  time  in  half-day  increments  and  be 
paid  accordingly. 

FT  Salary  Schedules.  TP  pay  sche¬ 
dules  are  issued  following  completion  of  the 
annual  survey  by  the  Dt'D  Wage  Fixing  Authori¬ 
ty.  Such  schedules  are  typically  issued  in  April 
or  May  of  the  current  school  year.  The  TP 
schedules  arc  retroactive  to  August  1  of  the 
current  scIuhiI  year  (i.e.,  the  prior  calendar  year). 
Until  the  salary  schedules  for  Ihe  cun'ent  school 
year  are  issued,  TP  educator  salaries  are  based 
upon  the  prior  school-ycrar  salary  schedules. 
Separate  salary  schedules  are  prepared  for 
educator,  management,  specialist,  and  adminis¬ 
trator  positions  assigned  to  overseas  school-level 
positions  with  school-year  (.seasonal)  work 
.schedules.  Salary  schedules  are  further  differen¬ 
tiated  by  acudenuc  sulai-y  lane  (i.e..  Bachelor's, 
Baclielor's  i  13,  Bachelor's  ^  30,  Master's, 
Master's  +  1!>,  Master's  -i  30,  and  Doctorate's 
degree),  and  step.  Mos'  Tp  salary  scliedules  also 
contain  14  annual  ste|‘S  and  4  longevity  steps. 
The  following  TP  salary  schedules  exist; 


Schedule 

Catecorv 

Duty 

Days 

A 

Substitutes 

IW 

B 

Junior  Reseivc  Officers' 

IW 

C 

Training  Corjis  instructors 
CompreherLsive  Schedule  for 

190 

19 

Educators  and  Specialists 
Schedule  for  Guidance 

190 

Counselors 

Volume  8,  Chapter  07 


DoD  Financial  Management  Regulation 


E 

Schedule  for  Social  Workers 

19Q 

F 

Schedule  for  School 
Psychologists 

190 

M 

Schedule  for  Management  and 
Education  Specialist  Positions 

190 

K 

School  Principals 

222 

L 

Assistant  Principals 

222 

Additional  TP  salary  schedules  are  published  for 
other  categories  of  educators  assigned  to  schools 
in  Panama.  The  gross  amount  of  the  retroactive 
adjustment  computed  due  to  the  new  saiaty' 
schedules  is  subject  to  applicable  withholdings 
(i.e.,  retirement  (CSRS  &  FERS);  Federal  income 
tax;  Social  Security/Medican*;  state  income  tax; 
etc.).  Biweekly  deduction  amounts  for  b.isic  and 
addidonal  optior.iil  FEGLl  shall  increase  in  many 
cases  for  TP  educators  who  have  elected  those 
benefits.  TSP  contributions  shall  also  be  adjusted 
for  participating  educators  who  have  elected  to 
have  a  percentage  deducted  from  their  pay.  For 
FERS  educators  who  are  eligible,  the  TSP  basic 
one  percent  and  matching  employer  contribution 
must  also  bo  adjusted.  When  applicable,  foreign 
post  allowance  also  may  be  adjusted.  The 
civilian  personnel  office  shall  send  the  SF  1190 
data  to  the  civilian  payroll  office  for  each  affect¬ 
ed  educator  when  allowance  amounts  change  as 
a  n.'sult  of  new  TP  salary  schedules,  When 
applicable,  foreign  post  differential  shall  bo 
adjusted  because  it  is  computed  as  a  percon'age 
of  base  pay. 

E.  Daily/ Biweekly  Pay.  See  para¬ 
graph  070203.  regarding  compensation  for  TP 
educators,  principals  and  assistant  principals. 

F.  Step  Increases 
1.  Eligibility 

a.  Each  full-time  TP  educa¬ 
tor  assigned  to  a  190-day  school-year  work 
schedule  may  receive  a  regular  (annual)  step 
increase  (steps  1  through  14)  provided  he  or  she 
has  licen  in  a  pay  status  at  least  150  working 
days  during  his  or  her  last  pmvious  school  year 
as  a  TP  educator.  Substitutes  are  not  eligibli'  for 
step  increa.ses. 

b.  Each  full-time  TP  educa¬ 
tor  assigned  to  a  190-day  school-year  work 


schedule  may  receive  a  longevity  step  increase 
(stops  15  through  18)  provided  he  or  she  has 
been  in  a  pay  status  at  least  150  working  days 
during  each  of  the  previous  four  school  years  as 
a  TP  educator. 

c.  Each  half-time  TP  educa¬ 
tor  assigned  to  a  190-day  school-year  work 
.schedule  may  receive  a  regular  (annual)  step 
increase  provided  he  or  shchas  been  in  a  pay 
status  at  least  one-half  of  150  worldng  days 
during  each  of  the  previous  2  school  years.  A 
half-time  TP  educator  may  receive  a  longevity 
step  increase  (steps  15  through  18)  after  he  or 
she  has  been  in  a  pay  status  at  least  onc-ha!f  of 
the  150  working  day  minimum  during  each  of 
the  previous  8  school  years. 

d.  Each  full-time  TP educa¬ 
tor  assigned  to  a  222-day  school-year  work 
.schedule  may  receive  an  annual  step  increase 
(steps  1  through  10)  provided  he  or  she  has  been 
in  a  piy  status  at  least  175  working  days  during 
his  or  her  ia.st  pa’vk>us  schocl  year  as  a  TP 
principal  or  assistant  principal, 

c.  Each  full-li  r.e  TP  educa¬ 
tor  a.ssigncd  to  a  190-day  school-year  work 
.schedule  is  entitled  to  receive  an  annual  step 
increase  (or  service  credit  towards  a  longevity 
step)  for  the  last  satisfactory  year  of  service,  plus 
an  additional  annual  step  (or  service  credit)  for 
the  first  )'ear  of  absence  only,  upon  return  to 
duty  after  succe.ssfully  completing  a  program  of 
study  or  employment  of  1  or  more  years  under 
the  Administrative  Reemployment  Rights  pro¬ 
gram. 

2.  Effccliv(' Date.  Step  increases 
□  re  effective  a.s  of  August  1  of  each  .school  year 
The  effective  date  of  a  step  increase  is  nc,. 
changed  tiy  a  promotion  or  demotion.  Step 
increases  shall  be  effective  prior  to  when  a 
pioiiiuiion,  u’einutioii,  or  other  movement  b<;- 
comes  effeetive. 

G.  I.ate  Arrival  at  Post 

1.  A  TP  educator  newly  recruit¬ 
ed  from  the  CONUS  is  appointed  with  the 
understanding  that  the  educator  shall  serve  for 
an  entire  school  yeir  (i.e.,  the  190  or  222  duty- 
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day  school-year  work  schedule)  or  a  specified 
part  thereof  and  who,  through  no  fault  of  the 
educator  and  as  a  result  of  transportation  or 
processing  delays  after  selection  for  appoint¬ 
ment,  arrives  late  at  the  post  of  assignment  shall 
be  administratively  excused.  This  educator  shall 
be  paid  as  if  the  educator  had  arrived  on  time 
and  actually  served  during  the  lost  lime. 

2.  A  TP  educator,  other  than  as 
described  in  subparagraph  070201. G.I.,  who 
arrives  late  at  the  post  of  assignment  after  the 
start  of  the  school  year  shall  not  be  paid  for  the 
working  days  occurring  prior  to  the  day  of 
arrival  at  the  assigned  post  unless  granted  paid 
leave  by  the  supervisor. 

H.  Early  Arrival  at  Post 

1.  A  TP  educator  who  arrives  at 
the  post  of  assignment  prior  to  the  start  of  the 
school  year  is  not  compcn.sated  for  nonduty  days 
prior  to  the  start  of  the  sch(X)l  year. 

2.  A  TP  educator  who  is  ap¬ 
pointed  to  a  temporary  TP  educator  position  to 
perform  work  prior  to  the  start  of  the  school 
year  shall  be  compensated  at  the  educators  daily 
.salary  rate  for  the  prior  school  year  (this  salary 
is  not  subject  to  retroactive  adjustment)  for  each 
day  of  such  work  performed  In  such  an  in¬ 
stance,  the  SF  50  data  from  the  civilian  personnel 
office  notifies  the  civilian  payroll  office. 

I.  Late  Departure  from  Post 

1.  A  TP  educator  who  is  unable 
to  depart  promptly  after  the  end  of  the  school 
year  for  personal  reasons  or  because  of  circum¬ 
stances  beyond  his  or  her  control,  (c.g.,  lack  of 
available  transportation)  is  not  entitled  to  basic 
compensation  for  the  period  between  the  end  of 
the  .school  year  and  the  date  of  departure. 

2.  A  TP  educator  who  is  ap¬ 
pointed  to  a  temporary  TP  educator  position  to 
perform  work  after  the  end  of  the  school  year 
shall  be  comperesated  at  the  educator's  daily  sal¬ 
ary  rate  for  the  prior  school  year  (this  salary  is 
not  subject  to  retroactive  adjustment)  for  each 
day  of  such  work  performed.  In  such  an  in¬ 


stance,  the  SF  50  daia  from  the  civilian  personnel 
office  notifies  the  civilian  payroll  office. 

j.  During  Travel.  While  enroute 
during  a  PCS  between  school  years,  a  TP  educa¬ 
tor  is  in  a  nonpay  status;  therefore,  basic  com¬ 
pensation  is  not  received. 

K.  Work  at  More  than  One  Post  of 
Assignment.  When  a  PCS  is  effected  during  a 
school  year,  action  shall  be  taken  to  ensure  that, 
after  working  the  scheduled  duly  days  during 
the  remaining  pay  periods  at  the  new  post  of 
assignment,  the  TP  educator  will  have  received 
the  full  .school  year  salary  to  which  entitled.  If 
the  total  of  day.s  actually  worked  during  the 
school  year  (to  include  paid  leave)  at  both  posts 
of  assignment  exceeds  190,  the  TP  educator  shall 
be  paid  at  the  daily  rate  for  any  days  worked  in 
exce.ss  of  190  day.s. 

L.  Substitutes.  A  substitute  shall 
receive  the  flat  daily  rate  prescribed  in  TP  Salary 
Schedule  A.  The  minimum  incremenl  earned 
and  paid  for  substitute  work  is  one-half  day. 
The  daily  rate  for  a  summer  school  substitute 
teacher  is  provided  in  the  TP  Salary  Schedule  for 
"Otlier  Coinpeasation,"  and  is  two-thirds  of  the 
regular sub.slituti!  teacher  rate  established  for  the 
prior  school  year  (this  salary  is  not  subject  to 
retroactive  adjustment).  For  example,  the  prior 
sch(K)l-year  rale  lor  a  1993  summer  school  substi¬ 
tute  teacher  is  published  in  the  1992-93  .salary 
schedules.  The  minimum  incremenl  earned  and 
paid  is  one-half  day  (one-third  of  the  regular 
substitute  teacher  rale). 

M.  Leave 

1.  Accrual.  Under  20  U  S. C.  904 
(reference  (ay)),  a  TP  educator  (other  than  an 
individual  employed  as  a  .substitute)  is  entitled 
to  cumulative  leave  with  pay.  This  leave  is 
identified  as  educator  leave.  When  the 
educator's  senool  year  includes  more  ihan  ri 
months  of  work,  the  educator  shall  be  entitled  to 
earn  10  days  of  cumulative  educator's  leave  with 
pay.  For  8  months  or  le.ss  during  the  school 
year,  educalor'.s  leave  accrues  at  thf'  rate  of  1  day 
for  each  caletidar  month  worked  or  part  thereof. 
The  full  schoo'  year  accumulation  of  educalor'.s 
leave  is  credited  lo  the  educator's  leave  record 
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when  the  school  year  bcgias  (normally  in  Au¬ 
gust)  or  whenever  the  educator  enters  on  duty 
(t'.g.,  after  the  start  of  the  school  year).  Should 
an  educator  be  separated  for  any  reason  before 
the  school  year  ends,  any  leave  credited  but  not 
earned  by  the  educator  must  be  subtracted  from 
the  individual's  leave  balance  or  if  already  used, 
a  debt  must  be  esf  iblishcd  and  appropriate 
collection  action  taken. 

a,  Part-Time  Educators.  A 
TP  educator  who  i.s  regularly  employed  on  a 
part-time  basis  earns  leave  in  an  amount  pmpor- 
tionate  to  the  amount  of  time  the  part-time 
educator  is  regularly  employed  compared  to  full¬ 
time  employmen',. 

Example  1;  A  part-tlmeTP  educator 
was  appointed  to  a  part-time  position  fur  the  full 
.school  year.  The  educator  is  scheduled  to  work 
one-half  day  on  each  duty  day  during  the  regu¬ 
lar  school  year.  The  educator  is  entitled  to 
accrue  It)  half  days  (5  full  days)  of  educator's 
leave. 

Fjcample  2;  A  part-time  TP  educator 
was  appointed  to  a  part-time  position  for  the  full 
school  year.  The  educator  i.s  scheduled  to  work 
each  Tuesday  and  "I'hursday  during  the  regular 
school  year.  The  educator  i.s  entitled  to  accrue 
two-fifths  (4  days)  of  the  1(1  days  of  educator';, 
leave  that  would  Ix'  earned  during  full-time 
employment. 

Examples:  A  part-time  TP  educator 
was  appointed  to  a  part-time  position  for  the  last 
semester  (one-half)  of  the  school  year.  The 
educator  i.s  scheduli’d  to  work  one-half  day  on 
I'ach  scheduled  duty  day  during  the  semester. 
The  educator  is  entitled  to  accrue  one-fourth  (2  .1 
days)  of  educator's  leave. 

b.  Sutistitutes.  Substitutes 
are  emp!o)'ed  in  TP  p!5.siti>)n.s  only  00  a  tempo¬ 
rary  intermittent  basis  and  are  not  entitled  to 
earn  leave, 


include  summer  school  educator  positiorcs  and 
other  temporary  appointments. 

2.  Use 

a.  Minimum  Charge.  The 
minimum  chaise  for  educator's  leave  is  one-half 
day,  and  additional  chaigcs  are  in  multiples 
thereof.  An  occasional  absence  from  duty  of  less 
than  one-half  day  may  be  excused  for  adequate 
rea.sons  without  chaise  to  educator's  leave,  at  the 
discretion  of  administrative  authority.  Leave 
charge.s  are  reported  to  the  civilian  payroll  office 
on  the  educator's  time  and  aftend.incc  report. 

b.  Authorized  Absences.  A 
TP  educator  may  use  accrued  educator's  leave 
during  the  schtwl  year  for: 


(1)  Maternity  purposes; 

(2)  Illness  of  the  educa- 


(3)  lllnes.s,  contagious 
disease,  or  death  in  the  immediate  family  of  the 
educator  (hat  requires  his  m'  her  absence; 


gency;  and 


(4)  A  ny  persona !  erne  r- 


(.1)  Anypurpo.se.  With 
the  appropriate  advance  notice  and  prior  ap¬ 
proval  of  the  supervisor,  not  fo  exceed  3  days  of 
educator's  leave,  in  a  given  school  year,  leave 
may  lx‘  u.sed  for  any  purpose.  Educator's  leave 
u.sed  for  any  purpose  may  not  normally  be  u.sed 
during  orientation  week  or  the  fi)nst  or  last  week 
of  the  school  3'ear.  An  exception  mav  Ix;  made 
when  an  educator  has  been  accepted  for  nn 
educational  program  and  must  report  prior  to 
the  end  of  the  .school  year. 


c.  Summer  Keccss,  Ac¬ 
crued  cducator'.s  leave  ma /  not  be  used  during 
any  summer  recess  educator  appeintn'.eot.  An 
absence  during  a  summer  recess  appointment  is 
without  pay. 


c.  Summer  Rece.ss  Ap[X)int- 
ments.  Leave  is  r'ot  earned  during  summer 
recess  period  appointments  to  TP  positions,  to 


d.  Notiwork  Pays  S.ilur- 
days,  Sundays,  regularly  scheduled  holidays 
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(inciodim;  U.S.  holidays  and  host-nation  holi¬ 
days)  and  other  administratively  authorized 
nonwork  days  are  not  days  of  leave.  Sec  20 
U.S.C.  904(h)  (reference  (ay)).  Therefore,  a  TP 
educator  who  is  in  a  nonpay  status  immediately 
preceding  and  following  a  scheduled  holiday  is 
not  charged  LWOP  for  the  scheduled  holiday. 

3.  Advance.  Under  unusual  cir¬ 
cumstances,  30  days  of  educator's  leave  (above 
the  amount  already  credited  for  the  current 
school  year)  may  be  advanced  to  an  educator  for 
use  on  any  scheduled  duly  day  within  the  school 
year.  3uch  advance  is  subject  to  subsequent 
earning  of  educator  leave,  or  repayment  upon 
separation  for  leave  advanced  but  not  earned. 
R.’quesls  for  up  to  10  days  of  advance  educator 
leave  may  lx;  approved  by  the  immediate  su¬ 
pervisor.  Requests  in  excess  of  10  days  of  ad¬ 
vance  educator  leave  must  be  submitted  to  the 
district  superintendent  or  regional  director,  as 
appropriate.  Appnived  requests  are  then  .sub¬ 
mitted  to  the  civilian  paynill  office  by  the  ap- 
pA)val  official. 


4.  Leave  Without  Pay  fl.WOin. 
Up  to  3  days  of  LWOP  may  Ik'  requested  by  a 
TP  educator  and  approved  by  the  immediate 
supervisor.  LWOP  requests  in  exce.ss  of  3  days 
for  TP  educators  but  less  than  30  days  may  be 
approved  by  the  district  superintendent  or 
director.  LWOP  requests  of  30  days  or  more 
may  be  approved  by  the  regional  director. 

5.  Conversion 


a.  A  TP  educator  is  cri'dited 
with  sick  leave  to  his  or  her  cn.'dit  immediately 
prior  to  the  effective  date  of  his  oi  lier  conver¬ 
sion,  transfer,  promotik)n,  or  reappointment  to  a 
TP  educator  position.  Hov.'ever,  he  or  slv'  must 
Ik'  an  employee  of  the  Federal  Government  (-r 
the  iminidpal  government  of  the  District  of 
Columbia,  and  be  transferred  without  a  I'leak  in 
service,  from  a  position  under  a  differimt  leave 
system  to  a  TP  educator  position.  Sick  leave  se 
credited  i.s  included  in  the  educator's  balance  of 
educator's  leave. 


schedule  K  and  L  educator  positions  on  October 
11,  19R7. 


6.  Traasfer  and  Rccrcdit 


u.  When  a  TP  educator  is 
separated  from  a  DoDDS  TP  educator  position 
and  is  reappointed  in  another  DoDDS  position 
with  a  break  in  service  of  no  more  than  3  school 
years,  his  or  her  educator's  leave  account  is 
certified  to  the  employing  agency  for  credit  as 
.sick  leave  on  the  SF  1150. 

b.  When  a  TP  educator  is 
separated  from  an  educator  position  and  is 
reappointed  to  a  position  subject  to  another  leave 
act  without  a  break  in  service,  his  or  her  leave 
account  is  certified  to  the  employing  agency  for 
credit  in  accordance  with  .5  C.F.R.  630.501  (refer¬ 
ence  (I)). 


c.  If  a  I  P  educator  accepits 
temporary  employment  with  the  Federal  Govern¬ 
ment  in  a  non-TP  educator  position  during  a 
summer  recc.s.s,  the  TP  educator's  leave  account 
shall  not  be  lran.sfe;..<.  d  to  the  leave  account  of 
the  .summer  jX'sitTjn.  Any  sick  leave  eami'd 
during  llie  temporary  summer  employment  shall 
bt>  credited  and  any  unused  sick  leave  balance 
shall  lx>  transferred  to  the  educato’-'.s  leave 
account  when  the  educator  retunts  to  duty  in  his  I 

regular  TP  educalo?  position. 

7  T  iuuidiilion  Upon  St^paralion 

a.  Any  annual  leave  earned 
under  a  different  leave  sysli-m  aiid  icmaining  to 
the  credit  of  a  I  P  educator  upon  sepanition  shall 
be  liquidated  by  a  lum|i-suin  paymiMit  in  accor 
dance  with  5  U.S.C.  .S.S.S]  (referenci;  (b))  and  20 
LLS.C.  9()4(f)  (reference  (ay)). 

b.  Educator's  leave  earned 
by  a  TP  educator  or  included  in  the  educaloPs 
Urave  balance  per  subpai  .igrupb  070201.M.5.a., 
may  not  lx*  lUjUidated  upon  separation  through 
lump-sum  payment. 

H.  Sabbatical  I.euve.  Year-long 
education  leave  at  bail  pay  (sabbatical  leave) 
may  Ih-  uulhuiized  for  a  T)oDD.S  educator  ap- 
pH)inted  to  a  TP  position  for  educational  purpos- 


1H9 


b.  Annual  leave  is  not 
cedited,  except  for  educators  who  were  initially 
convened  from  GS/CM  positions  to  TP  salary 
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es,  when  the  course  of  study  is  determined  to  be 
appropriate  by  the  regional  director.  An  SF  50  is 
not  required.  However,  the  approved  request 
for  training  .should  reflect  that  the  educator  will 
be  in  an  LWOF  status  one-half  of  each  day 
during  the  year-long  period. 

a.  Benefits  and  Entitle¬ 
ments,  Educators  granted  sabbatical  leave  at  half 
pay  shall  continue  to  receive  life  insurance  and 
health  Iwnefits  coverage  in  the  same  manner  as 
if  they  were  in  full  pay  status.  Retirement 
contributions  shall  be  deducted  for  only  nne-half 
year,  however,  the  educator  is  entitled  to  a  full 
yeai''s  credit  for  retirement.  Educator  leave  is 
not  earned,  nor  should  it  he  deducted  (i  <r,  used) 
frtnn  the  educator's  leave  account  during  the 
training  period.  Any  pay  step  increa.se  whicli 
would  have  been  authorized  should  be  granted 
as  if  the  educator  had  worked  a  full  school  year. 

li.  Pay-statu.s  Reporting. 
The  educator’s  work  schedule  should  not 
change.  Therefore,  thi^  time  and  attendance 
report  for  each  pay  period  should  reflect  that  the 
educator  is  in  a  LWOP  status  one-half  of  each 
day. 
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day)  may  span  to  22  pay  periods,  with  approxi¬ 
mately  213  days,  Monday  fhrougn  Friday,  bi'- 
tween  the  educator's  first  and  last  duty  day  of 
the  school  year.  Thus,  there  are  typically  21  full 
pay  periods,  plus  3  additional  days  in  the  22nd 
pay  period  in  a  given  school  year. 

B.  Summer  Recess.  During  the  sum¬ 
mer  n-'cess  period  wliilc  school  is  not  in  session, 
nonadministrative  TP  educators  arc  ordinarily  in 
a  nonpay  status.  No  SF  5t)  is  required  to  place 
educators  in  a  nonpay  status  or  to  return  them  to 
duty  status  at  the  beginning  of  the  following 
school  year.  Educators  who  are  returning  to 
duty  for  the  following  full  school  year  are  end 
tied  to  have  living  quarters  allowance  payments 
continued  during  the  summer  recess  period,  in 
accordance  with  the  DSSR  (reference  (1)),  al¬ 
though  in  a  niinpay  .status.  Civilian  payroll 
office.s,  Imwever,  retain  such  educators  in  a  pay 
status  during  the  summer  recess  .solely  to  facili¬ 
tate  payment  of  living  quarters  allowance.  The 
Department  of  ITefease  Education  Agency 
(DoDEA)  Personnel  Center  will  notify  the  servic¬ 
ing  civilian  payroll  office  of  any  clrange  (e.g., 
truasfer,  resignation,  retirement,  etc.)  in  the 
.status  of  DoDDS  educators. 


N,  Allowances  and  Differentials. 
Entitlement  of  a  TI’  educator  to  Government 
quarters,  cost-of-living  allowance,  and  pu,st 
differenlial  is  determined  in  accordance  with  the 
DSbK  (reference  (f)),  and  DoD  1400,25  M  (refer¬ 
ence  (u)).  A  TP  educator  employed  as  a  substi¬ 
tute  is  not  entitled  to  Government  quarters, 
quarters  allowance,  cost-of-liviug  allowance,  post 
differential,  or  storage  of  household  goods. 

ir7()2!)2.  i^ay  Status  during.  .School  Year  and 
.Siiiiiiner  Recess 

A.  .School  Year.  A  TP  educator's 
school  year  consists  of  100  duty  days.  In  most 
oveiseas  locations,  these  duty  days  fall  ori  days 
during  tile  normal  work  week  (i.e.,  Monday 
through  Friday).  However,  a  TP  educator  does 
not  work  every  Monday  thniugh  luiday  during 
the  .sch(X)l  year  Ix'cause  of  nondufy  days  during 
recess  periods  (i.e..  Thanksgiving,  winter  and 
.spring,  I'eci'ss;  Federal  holidays;  and  certain  host- 
nation  holidays).  As  a  result,  the  school  year 
(i.e.,  trom  the  educator's  first  tlirough  last  duty 


070203.  Comiu'nsation 

A.  The  190-Dav  Sdiool  Year  Educa¬ 
tors 

1 .  ITaily/BIweekly  Rale,  A  pay¬ 
ment  method  that  pnivides  for  a  uniform  bi¬ 
weekly  payment  during  the  school  year  ha.s  been 
adopted  for  TP  educators  assigned  to  a  190  duty 
day  schedule.  T  his  method  piovides  for  consis¬ 
tent  biweekly  pay  amounts  thruughout  tlte  year. 
Otherwise,  the  sea.sona)  work  schedule  of  a  TP 
educator,  in  conjunction  witii  the  recess  periods, 
would  cause  varying  amounts  of  pay  to  Ixi 
received  during  each  pay  period  of  the  scliool 
year.  It  must  be  rec<>gnized  that  a  TP  educator 
earns  pay  at  a  rate  which  diffe!.s  fmui  the  rate 
used  to  pay.out  the  salary.  T  he  following  must 
lx*  understood  to  compute  a  TP  educator's  pay: 

a.  Duty  Days  -  190.  This  is 
the  actual  numl>erof  duty  days  and  is  the  stan¬ 
dard  divisor  used  to  determine  a  TP  educator's 
daily  salary  rate,  or  "19(l-Kaii'.'' 
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b.  Schwl -Year  Days  =  Duty 
Days  +  Monday  through  Friday  recess  days. 
Ihis  is  the  total  number  of  days  (Monday 
through  Friday)  falling  within  an  educator's  first 
to  last  duty  day  during  the  regular  school  year. 
Tl\u.s,  in  addition  to  the  190  actual  duly  days,  the 
school-year  days  also  includes  all  nonwork 
recess  days  (Monday  through  Friday)  during  the 
regular  schixrl  year.  Rcccs.s  days  are  those  days 
such  as  Federal  holidays  (e.g.,  Labor  Day)  and 

,  school  reces.s  days  (e.g.,  spring  recess)  when 
educators  are  not  scheduled  to  work.  For  most 
school  years,  the  .school-y'.ar  days  will  equal  213. 
The  school-year  day.s  is  used  to  dclennine  an 
educator's  scho<d-year  rate,  or  ''213-Rate,"  The 
school-year  rate  is  obtained  simply  by  dividing 
the  scliool  year  salary  by  the  number  of  .school- 
year  days  published  on  tlu“  regional  school-year 
calendar  for  the  schinil  to  which  the  educator  is 

a.ssigned.  The  school-year  rule  is  the  daily  rale 
used  to  provide  a  uniform  paymi.'nt  for  eacli  hi 
weekly  pay  period.  This  rate  is  multiplied  by  10 
days  to  arrive  at  an  educator's  biweekly  base 
pay  amount. 

c.  Foaign  I’osl  Allowance 
/COLA  Days  -  ScluK)l-Year  Days  ^  weekend 
days.  This  is  the  total  numlnT  of  calendar  days 
elap.sed  during  the  scli(K)l-year  calendar  period. 
Tile  nurnlier  of  foreign  post  allowance/COl.A 
day.s  is  used  to  determine  the  "COLA  ilaily  rate" 
used  to  compute  the  biweekly  amount  paid  for 
COLA  in  those  area.s  where  applicable. 

2.  Keducint;  I’av  for  Absences 
Witliout  Fay.  Computing  a  TP  educator's  pay 
using  tile  sciiool-year  rale  (see  suliparagraph 
070203. A, 1.)  provides  for  uiiil'urm  pay  ainounl.s 
eacli  pay  period  but  is  not  truly  accurate  when 
periods  of  non-paid  absenci'  an;  involved.  For 
periods  of  non-paid  absence  sucli  as  l^WOF  or 
AWOL,  an  educator's  biweekly  pay  must  l>e 
iX'duced  by  1/lWth  of  the  annual  salary  for  eacli 
scheduled  duty  day  that  tlie  educator  is  in  a 
noiiduty/nonpay  status  (i.e.,  for  each  scheduled 
duty  day  not  worki’d  and  not  in  a  paid  leave 
status).  Because  an  educator  does  not  typically 
work  on  Federal  holidays  or  recess  periods  (e.g., 
spring  break),  the  educator's  pay  is  not  reduced 
when  lie  or  she  is  in  a  iionpay  status  before  or 
after  a  Federal  lioliday  or  rece.ss  day. 


3.  TP  Educators  Bcirinnii  .c  Work 
After  Start  of  School  Year.  When  a  TP  educator 
is  appointed  after  the  S''hool  year  has  begun,  the 
educator's  school  year  salary  must  bo  adjusted 
ba.sed  upion  the  number  of  actual  duty  days  re¬ 
maining  in  the  .school  year  that  the  educator  is 
scheduled  to  work.  This  means  that  the  number 
of  remaining  actual  duty  days  must  be  counted. 
The  educator's  daily  salary  rate  (190  Rate)  is  then 
multiplied  by  the  number  of  scheduled  duty 
days  remaining  in  the  school  year  to  obtain  the 
educator's  adjusted  .schixil-year  salary  entitle¬ 
ment.  To  determine  how  the  adjusted  school- 
year  salary  shall  be  paid  out  in  uniform  install¬ 
ments  during  the  lemaining  pay  periods,  the 
adjusted  school-year  salary  is  then  divided  by 
the  number  of  school-year  day.s  remaining  in  the 
.selioo!  year  to  arrive  at  the  adjusted  daily  school- 
year  rale.  Use  the  following  formula; 

a.  iy<)-Rate  x  duty  days  - 
adjusted  school-year  salary 

b.  Adjusted  school-year 
salary  -f  school-year  days  ■-  adjusted  school-year 
rate 

c.  Biweekly  base  pay  - 
adjusted  school-year  rate  x  10  days 

Kxainple  of  an  educator  who  reports  for  work 
after  the  lH;ginning  of  the  school  year;  An 
educator  would  receive  a  salary  of  $3B,(X)()  for 
working  a  full  .school  year  (i.e.,  190  duty  day.s). 
The  educator  would  have  a  190-Rale  (daily 
salary  rate)  of  $200.00  ($38,000/190).  Tlii.s  salary 
iionnully  would  be  paid  out  over  213  school-year 
day.s.  'I'he  educator  in  lliis  example  begiivs  work 
on  October  1.  Because  of  the  edueator's  late 
start,  23  actual  duly  days  (August  thn.iugh  Sep- 
teinlxT)  will  not  be  worked.  The  School-year 
calendar  indicates  that  )()7  actual  duly  days 
n;iiiaiii  to  be  worked  during  the  school  year. 
Thu.s,  tlw  adjusted  .salary  entitlement  would  bi' 
$3.3,4<(()  ($20().(X)  X  167).  I'o  determine  how  the 
adjusted  .$33,41X1  sciiool-year  salary  will  lie  paid 
out,  tlie  remaining  schoo!-yi;ar  are  identified.  In 
this  exon.ple,  188  scliool-year  days  remain.  The 
adjusted  seluiol-year  .salarv  :  school-year  day.s 
provide.*;;  $33,400  ;  188  ..  :!,I77.66.  The  biweekly 
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base  pay  equals  the  adjusted  school-year  rate  be  understood  to  compute  a  principal's  and 

multiplied  by  10;  $177,66  X  10  =  $1,776.60,  assistant  principal's  pay: 


4,  TP  Educators  Separating 
Before  The  End  of  The  School  Year.  When  a  TP 
educator  separates  (i.e,,  re.sigas,  retires,  or  dies) 
before  the  .school  year  ends,  the  educator's 
school  year  salary  must  be  adjusted  based  upon 
the  number  of  actual  duty  days  that  the  educator 
worked.  This  meaias  that  the  number  of  actual 
duty  days  worked  must  be  counted.  The  daily 
.salary  rate  (190-Rijte)  is  then  multiplied  by  the 
number  of  actual  duty  days  (including  any  days 
in  a  paid  leave  status)  to  obtain  the  educator's 
adjusted  salary  entitlement.  Use  the  following 
formula: 

190-Kate  X  duty  days  -  adjusted  school-year 
salary 

Example  of  an  educator  who  separates  before  the 
end  of  the  school  year:  An  educator  receiving  a 
school-year  salary  of  $.18,000  would  have  a  190- 
Rate  (daily  salary  rate)  of  $200.00  ($38,000/190). 
This  .salary  normally  would  be  paid  out  over  21 
full  and  1  partial  pay  periods.  Should  the  educa 
tor  resign  after  working  only  120  of  (he  sched¬ 
uled  190  duly  days  in  the  school  year,  the  adjust¬ 
ed  salary  entitlement  would  be  $24,0(K)  ($200,00 
X  120).  Any  diffea'nce  between  the  adjusted 
salary  entitlement  and  the  salary  actually  re¬ 
ceived  to  date  must  Iw  a'conciled. 


a.  Duty  Days  =  222.  This  is 
the  actual  number  of  duty  days  and  is  the  stan¬ 
dard  divisor  u.sed  to  determine  a  TP  educator's 
daily  salary  rate,  or  ''222-Rate." 

b.  School-Year  Days.  This 
is  260  days  per  year  and  is  the  total  number  of 
days  (Monday  through  Friday)  in  a  calendar 
year,  inclu.sive  of  the  222-duty  days.  Thus,  the 
school-year  days  figure  includes  days  that  fall 
within,  as  well  as  outside  of  the  school  year. 
The  school-year  days  also  includes  all  nonwork 
recess  days  (Monday  through  Friday)  during  the 
ivgular  schiH>l  year.  Recess  days  are  those  days 
suih  as  Federal  holiday;  (e.g,,  LatK)r  Day)  and 
school  rece.ss  days  (e.g.,  spring  recess)  when 
principals  and  assistant  principals  are  not  nor¬ 
mally  scl'.eduied  to  work.  The  school-year  days 
is  used  to  determine  a  principal's  and  assistant 
principal's  .school-year  rate.  The  school-year  rale 
is  obtained  simply  by  dividing  the  school-year 
salary  by  260,  The  :ichoul-year  rate  is  Ihe  daily 
rale  used  to  pix)vide  a  uniform  payment  for  eacli 
biweekly  pay  period.  Thi.s  rate  is  multiplied  by 
10  days  to  arrive  at  a  principal's  or  assistant 
principal's  biwc'ekly  base  pay  amount. 

c.  Foreign  I’ost  Allow- 
ance/COLA  Days  -  36$  (366  during  leap  year). 


i 


tors 


B.  222-Dav  School  Year  Administra- 


1 .  Daily/ Biweekly  Kate.  Be 
cause  of  the  longer  222  duty-day  work  yeai'  for 
TP  educators  in  principal  and  assistant  principal 
positions,  the  method  used  for  payment  is 
diffenmt  from  that  used  for  other  'IP  educators. 
Simply  stated,  the  school-year  salary  is  paid  over 
26  pay  periods.  Ibis,  in  turn,  provides  for 
uniforni  biwe(»k!y  paymt’nts  through<iut  the  year, 
Otherwi.se,  the  .seasonal  work  schedule  of  -i 
principal  and  assistant  principal,  in  conjunction 
with  the  recess  periods,  would  cause  varying 
amounts  of  pay  to  be  received  during  each  pay 
period  over  Ihe  222  duly  day  period.  As  TP 
educators,  principals  and  assistant  principals 
earn  pay  at  a  rate  vriiieli  differs  from  the  rate 
used  to  pay  out  the  salary.  The  following  must 


2.  Reducing  Pay  for  Absences 
Without  I’ay.  Computing  a  prineiiial’s  or  assis¬ 
tant  principal's  pay  using  (he  school-year  rate 
provides  for  uniform  pjy  amounts  each  pay 
period  but  is  not  truly  aeeurale  when  periods  of 
nonpaid  absence  are  involved.  I'or  periixls  of 
nonpaid  absence  such  as  LWOP  or  AWOL,  a 
principal's  or  a.ssistant  principal's  biweekly  pay 
must  Ik‘  reduced  by  1 /222nd  of  tlu'  annual 
salary  for  each  scheduled  duly  day  that  the 
principal  or  assistant  principal  is  in  a 
nonduty/ nonpay  status  (i.e.,  for  each  scheduled 
duly  day  not  worked  and  not  in  a  paid  leave 
statu.s).  It  must  lx;  noted,  however,  that  u.s  long 
as  222  full  duty  days  are  worked  (to  include 
days  in  a  paid  leave  status)  during  Ihe  August  1 
through  July  31  period,  including  not  less  than 
17.6  days  during  which  classroom  instruction  is 
in  session,  a  principal's  and  assistant  principal's 
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work  schedule  may  be  adjusted  after  the  school 
year  begins  with  no  resultant  change  in  salary. 
Because  a  principal  and  assistant  principal  docs 
not  typically  work  on  Federal  holidays  or  recess 
periods  (e.g.,  spring  break),  a  principal's  and 
assistant  principal's  pay  is  not  reduced  when  he 
or  she  is  in  a  nonpay  status  before  or  afl.er  a 
Federal  holiday  or  recess  day. 

3.  School  Principals  and  Assis¬ 
tant  Principals  Beginnini;  Work  After  Start  of  the 
School  Year.  When  a  principal  or  assistant 
principal  is  appointed  after  the  work  year  has 
commenced,  .;nd  the  principal  or  assistant  princi¬ 
pal  will  not  work  222  full  duty  days  before  July 
31,  the  principil's  or  assistanf  principal's  salary 
must  be  adjusted  based  upon  tlie  number  of 
actual  duty  days  scheduled  for  the  year  ending 
on  July  31.  This  meaas  that  the  number  of 
remaining  actual  duly  days  must  be  counted. 
The  principal’s  or  a.ssistant  principal's  daily 
salary  rate  (222-Rate)  is  then  multiplied  by  the 
number  of  actual  duty  days  remaining  in  tlie 
year  ending  July  31  to  obtain  the  adjusted 
school-year  .salary  entitlement.  To  determine 
how  the  adjusted  school-year  salary  shall  be  paid 
out  in  uniform  installments,  the  adjusted  .school 
year  salary  is  then  divided  by  the  numlKT  of 
calendar  year  day.s,  Monday  through  Friday, 
remaining  in  the  year  ending  July  31  to  arrive  at 
tlie  adjusted  daily  calendar-year  salary  rate.  Use 
the  following  formula: 

a.  222-Kate  X  duty  days  - 
adjusted  school-year  salary 

b.  Adjusted  school-year 
salai  y  s  school-year  days  -  adjusted  school-year 
rate 

c.  Biweekly  base  pay  = 
adjusted  .school-year  rate  X  10 

Rxamj'li'  of  a  school  principal  who  reports  for 
work  after  the  beginning  of  thi‘  scliool  year;  A 
principal  would  receive  a  salary  of  $5.S,.S0(I  for 
working  a  full  school  year  (i.e.,  222  duty  days). 
The  principal  has  a  2Z2-Kute  (daily  salary  rate)  of 
SZIU.OO  ($5.1, ROG  ;  222).  This  .salary  normally 
would  tv  paid  out  in  even  payment.*:  over  26  pa 
periods.  The  principal  in  tliis  example  begii  : 

work  on  September  15.  Because  of  the 


principal's  late  start,  it  will  be  possible  to  work 
only  189  actual  duty  days  by  July  31.  Thus,  the 
adjusted  salary  entitlement  would  be  $47,250 
($250.00  X  189),  To  determine  how  the  adjusted 
$4'/,250  sch<x>l-ycar  salary  shall  be  paid  out,  the 
remaining  calendar  year  days,  Monday  through 
Friday,  are  identified.  In  this  example,  228 
school-year  day.s  remain.  The  adjustment  is: 
$47,250  T  228  -  $207.24.  The  biweekly  base  pay 
equals  the  adjusted  school-year  rate  multiplied 
by  10  ($207.24  X  10  =.  $2,072,40). 

4,  School  Principals  and  A.ssis¬ 
tant  Frincipals  .‘leparatintt  Before  End  of  School 
Year.  When  a  principal  or  assi.stant  principal 
separates  (i.e.,  resigns,  retires,  or  dies)  before  the 
year  ends,  the  schtv>l-year  salary  must  be  adjust¬ 
ed  based  upon  the  numlvr  of  aclual  duly  days 
that  the  principal  or  assistant  principal  worked. 
This  meaas  that  the  number  of  actual  duly  days 
worked  must  b*.'  counted.  The  daily  salary  rate 
(222-Rate)  is  then  multiplied  by  the  number  of 
actual  duty  days  (including  any  days  in  a  paid 
leave  status)  to  obtain  the  principal's  or  assistant 
principal's  adjusted  salary  entitl‘'ment.  Use  the 
following  formula; 

222-Kate  X  duty  day.s  :=  adjusted  school-year 
.salary 

lixample  of  a  principal  or  us.sistuni  principal  who 
separates  before  the  end  of  the  school  year;  A 
principal  n’ceiving  a  school-year  salary  of 
$55,500  has  a  222-Kate  (daily  salary  rule)  of 
.$250.00  ($5.5,500  ;  222).  This  salary  normally 
would  lx‘  paid  out  over  26  pay  periods.  Should 
tlie  irducalor  resign  after  working  only  120  of  the 
scheduled  222  duty  day.s  in  the  sciiool  year,  tlie 
adjusted  salary  entitlement  would  be  $30,000 
($250.00  X  120).  Any  difference  Ix'tween  the 
adjusted  .salary  entitlement  and  the  salary  actual¬ 
ly  received  to  dale  must  be  reconciled. 

C.  rremium  Fay,  Sunday  Work  and 
Holiday  Work 

1.  A  TI’  educator  is  not  eligible 
for  overtime  pay  or  compensatory  time  off. 

2.  A  TP  educator  appointed  to 
a  190  day  school-year  position  whose  re>gular 
work  sclieilule  requires  work  on  a  Sunday  is 
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entitled  to  basic  pay,  plus  a  prennum  of  25  per¬ 
cent  of  the  19()-Rate  (daily  rale).  Premium  pay  is 
not  authorized  for  TP  educators  appointed  to 
principal  and  assistant  principal  positions. 

3.  A  TP  educator  whose  regular 
work  schedule  requims  work  on  any  of  the 
following  holidays  is  entitled  to  basic  pay,  plus 
premium  pay  at  a  rate  equal  to  tlw  190-Rate 
(daily  rate): 


a.  New  Year'  Day,  January 

1  or  observed  day; 

b.  Dr.  Martin  Luther  King's 
Day,  third  ^  mday  in  January; 

c.  Washingloti's  Birthday, 
third  Monday  in  February; 

d.  Memorial  Day,  lust  Mon¬ 
day  in  May; 

e.  Indepetuh'nce  Day,  July 

4  or  observed  day; 

f.  l,jbor  Day,  first  Monday 

111  Siiptember; 

g.  CoImiiiIhis  Day,  second 
Monday  in  October; 

h.  Veteran's  Day,  Novem¬ 
ber  II,  or  olrserved  day; 

i.  Thanksgiving  Day, 
fourth  Thursday  in  NoveinbiM"  and 

j.  Christinas  1 'ay,  Deeem- 
Ix'r  2.5,  or  oliserved  day, 

D.  Annoinlments  Bi'lween  Si  hool 
Years.  A  I  P  educator  employed  between  .sehool 
yearn  shall  he  given  a  temporary  limited  ap 
pointinent  for  the  period  of  actual  need,  not  to 
exceed  the  Ix’ginning  of  the  school  ye.ir.  A  TP 
educator  given  a  teminirary  limited  appointment 
is  compensated  at  a  daily  rate  of  l/19()th  (or,  if 
a  school  principal  or  assistant  principal,  al 
1 /222nd)  of  the  school-year  salary.  When  an 
educator  has  served  on  a  nontemporary  apj'oint- 
ment  during  the  preceding  sehiKil  year  and  is 


expected  to  continue  during  the  following  .scliool 
year,  a  temporary  appointment  between  the  2 
.school  years  is  similar  to  a  ivturn  to  duty  and 
the  appointment  is  exempt  from  the  dual  pay 
provi.sions  of  S  IJ.S.C.  5.5.3.3(d)(7)(b)  (reference 
(b)).  The  appointment  is  not  subject  to  CSRS, 
FRRS,  or  FEGLI. 

E.  ForeiKii  Post  Allowance 

1.  Daily  Rate,  I  he  amount  of 
foreign  post  allowance  due  an  eligible  TP  educa¬ 
tor  is  based  upon  the  educator's  school-year 
salary.  The  full  annual  amount  is  payable  over 
the  period  of  the  .school  year.  A  TP  educator 
employed  on  a  222-duty  day  work  .schedule  (i.e,, 
.school  principals  and  assistant  principal.^)  re¬ 
ceives  a  foit'ign  post  allowairce  on  the  same  basis 
us  GS  employees  (i.e,,  on  a  calendar-year  basis). 
I  lowever,  to  pay  foreign  posi  allowance  to  a  TP 
educator  on  a  1911-day  work  schedule,  a  diffemnt 
daily  rale  is  used  because  I'f  the  .shorter  school 
year.  To  determine  llie  foreign  post  .illowance 
daily  rale  for 'FP  eduea tors  as.signi’d  to  19t)-duly 
day  work  schedule,  divide  tile  annual  foreign 
post  allowance  amount  show'll  on  tlie  5F'  1 190  by 
the  total  number  of  foreign  post  allowance  days 
occurring  between  llie  educator's  fir'il  and  last 
duly  day  during  llie  .scliool  year.  I'lie  foreign 
post  allowance  daily  rate  is  multiplied  by  14  to 
compute  the  biweekly  amouiil  paid  each  full  pay 
period  of  the  school  year, 

2.  Adiustineiil  of  a  Fnreii’ii  I’osl 
Allowance.  Any  adjuslnieiit  in  an  educator's 
annual  salary  shall  cause  the  auliiorizcd  foreign 
post  allowance  to  be  iidjiisled  correspondingly. 
For  example,  the  curreni  post  diflereiitial  jullio- 
rized  an  educator  in  Dkinawa  is  10  peiceni  ol 
the  educator's  basic  coinpensalion.  If  the 
educator's  basic  conipeiisu  I  ion  during  tiiecurixMil 
School  year  is  $4.5,001),  bul  lor  reason  is  adj..sted 
downward  to  $37,000,  the  adjusted  post  differen¬ 
tial  amount  aiilliorized  for  luynient  to  the 
educator  would  be  $.3,7t)0.  l  hi'  uuthonzed 
foreign  post  allowance  percentage  would  iiol 
change.  It  would  l■emain  cnnsislent  with  the 
dollar  aniotinl  paid  the  educator  during  that 
school  year. 

I'.  Exlra-Dul V  Program.  This  pni- 
graiii  a[iplie.s  to  certain  peisonnel  employed  by 
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DoDDS  who  arc  assigned  extra-duty  assign¬ 
ments.  Extra-duty  compensation  is  provided 
when  particular  extra-duty  assignments  are 
completed  that  arc  in  addition  to  regular  school 
duties.  Such  extra-duty  assignments  as  coaching 
and  activity  sponsorship,  as  well  as  dormitory 
work,  are  included  in  this  pmgram. 

1.  Compensation  for  Extra-Duty 

Assignments 

a.  When  a  TP  educator  is 
selected  to  perform  an  extra-duty  assignment,  a 
memorandum  of  understanding  is  signed  by  the 
employee  and  the  school  principal.  The  memo¬ 
randum  indicates  the  activity  to  lx.'  performed, 
the  estimated  number  of  hours  to  conrplete  the 
activity,  the  hourly  range  the  duty  is  to  bt^ 
performed  within,  and  the  amount  of  compensa¬ 
tion  established  for  that  range,  according  to  llie 
"Other  Compensation"  salary  scliedule  rates 
established  annually  by  the  DoD  Wage  Fixing 
Authority.  The  authorized  hourly  ranges  for 
extra-dvily  activities  are; 


then  multiplied  by  the  dollar  value  assigned  to 
the  regular  hourly  category.  For  the  200  Hours 
and  Over  range,  the  mid-point  =  220. 

c.  Upon  completion  of  the 
extra-duty  assignment,  the  school  principal  shall 
certify  that  the  assignment  has  been  satisfactorily 
completed  and  that  compensation  is  authorized. 
This  certification  must  bo  submitted  to  the 
civilian  paymll  office  as  soon  as  possible,  but  not 
later  than  May  31,  to  facilitate  payment  by  the 
end  of  tile  .school  year. 

d.  Substitute  teachers  who 
substitute  as  a  dormitory  couaselor  shall  be 
compensated  in  accordance  with  Schedule  A 
rates  published  by  the  DoD  Wage  Fixing  Author¬ 
ity. 

e.  Scliool  principals  and 
assistant  principals  aiv  eligible  to  receive  extra¬ 
duty  compensation  only  for  additional  work 
performed  while  on  temporary  assignment 
(detail)  as  a  staff  development  specialist. 


(1) 

1  - 

19  Hours 

(2) 

20  - 

39  Hours 

(2) 

40  ■ 

79  1  lours 

(4) 

80  - 

119  Hours 

(•'>) 

120 

•  159  i-lours 

(0) 

160 

-  199  Flours 

(7) 

2(K) 

Hours  and  Over 

When 

an  extra-duty 

assignment  is  satisfactorily  completed  in  fewer 
houn;  than  the  hourly  range  established,  coin- 
pensuiion  must  be  reduced.  II  Ihe  scliool  princi¬ 
pal  determines  th('  extra-duty  assignment  has 
been  completed  .satisfactorily  in  less  time  than 
identified  in  the  approved  memorandum  of 
understanding,  the  educator  shall  be  compensat¬ 
ed  at  the  rate  established  for  the  appropriate 
lower  hourly  range.  Should  the  hours  worked 
fall  short  of  the  original  range,  or  an  educator  is 
unable  to  complete  the  extra -duty  assignment  for 
a  reason  acceptable  to  management,  a  lesser 
payment  than  the  amount  indicated  in  tlie  ap- 
pn)vi;d  memorandum  of  understanding  may  In- 
paid  on  a  pni  rata  basis,  Tlie  formula  for  com¬ 
puting  a  lesser  payment  is  the  niid-poinl  liour  of 
the  appropriate  liourly  range  divided  into  the 
hours  actually  worked.  The  resulting  quotient  is 


2.  Addilionai  Compensation  for 
Donnitorv  Counselors.  A  TP  educator  assigned 
to  a  dormitory  counselor  or  supervisory  dormito¬ 
ry  coutvselor  position  and  wlio  is  assigned  an 
irregular  tour  of  duty  which  includes  work  on 
all  nighl.s,  Sundays,  and  lioliday.s,  as  weM  as 
sleop-in  time,  may  receive  additional  compensa¬ 
tion  identified  as  "Condition  of  Employment 
Compensation.'  Such  an  educator  also  may  be 
eligible  to  receive  "Addilionai  1  lours  Compensa¬ 
tion,"  for  hours  worked  beyond  llie  scheduled 
hours  of  work.  A  dormitory  counselor  and  a 
supervisory  dormitory  counselor  is  sclieduled  to 
work  Hit  hours  per  pay  period  during  llie  scliool 
year  and  is  addilionally  required  to  sleep-in 
according  to  an  establislicd  work  schedule. 

a.  The  Remarks  section  of 
fhe  counselor's  SF  50  will  indicate  any  eligibility 
lo  receive  condition  of  employment  compensa¬ 
tion.  Fdigibility  tor  condition  of  employment 
compensation  also  established  eligibility  to 
receive  addilionai  hours  compensalion. 

b.  Condition  of  employ- 
nieiil  compensation  is  established  as  an  annual 
rate  by  the  DoD  Wage  Fixing  Authority.  The 
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rate  to  be  used  depends  upon  the  type  of  v;ork 
schedule  established  for  dormitory  operations 
and  whether  the  individual  dormitory  couaselor 
or  supervisory  dormitory  counselor  is  required 
to  work  on  a  5-day  dormitory  operations  sched¬ 
ule  nr  a  7-day  schedule.  The  annual  compeasa- 
tion  payable  is  established  by  the  DoD  Wage 
Fixing  Authority  in  the  "Other  Compensation" 
salary  schedule.  The  payable  rale  of  additional 
rompeasation  per  school  year  is  identified  as 
either  the  5-day,  40-hour  rate  or  the  7-day  40- 
hour  rale. 

c.  Additional  hours  com¬ 
pensation  is  paid  on  an  "as  worked"  basis  and  is 
for  work  performed  by  a  dormitory  counselor  or 
a  supeivisory  dormitory  counselor  who  is  re¬ 
quired  to  wrrrk  in  excess  of  80  hours  per  pay 
period.  Additional  liours  compensation  may  be 
paid  for  each  full  hour  worked  (.scheduled  or 
unscheduled)  in  the  performance  of  his  or  her 
professional  dutie.s,  not  to  exceed  tlie  annual 
maximum  value  established  for  a  particular 
school  year.  Additional  hours  compensalion  is 
paid  biweekly  upon  complelion  and  certificalion 
of  any  full  liours  worked.  'I'he  hourly  rale  is 
computed  by  dividing  tlie  annual  maximum 
amount  of  additional  hours  compensation  by 
lyo.  The  annual  maximum  amount  in  a  5-day 
dormitory  scliedule  is  detenniiied  by  subtracting 
the  5-day,  4()-l)our  amount  of  additional  compen¬ 
salion  per  scliool  year,  from  tlie  5-day,  45-li()ur 
amount  of  additional  compensation  per  scliool 
year,  as  identified  on  file  "Oilier  Compensation” 
.salary  .schedule.  The  annual  maximum  amount 
payable  in  a  7-day  dormitory  scliedule  is  deter- 
uiined  by  subtracting  tlie  7-day,  4()-liour  amount 
of  additional  compensation  per  school  year,  from 
tile  7-duy,  45-hour  amount  of  additional  com¬ 
pensation  per  sciiool  year,  as  identified  on  the 
"OlhiT  Compen.'alion"  salary  .schedule.  Regard¬ 
less  of  the  number  of  hours  required  to  work, 
tlie  inaxiniuni  amount  of  additional  hours  com¬ 
pensation  paid  during  a  given  seliool  year  may 
not  exceed  llv  annual  rale  established  for  addi¬ 
tional  hours  compensation. 

G.  Acceleration  oi  FFGl.l  and  FldTR 
De’ductions  for  an  Hducalor  Assigned  to  a  190- 
Day  Position.  A  TP  I'ducator  assigned  to  a 
position  witli  a  l9()-duty  day  work  scliedule  who 
has  elected  coverage  under  FPGLI  and/or  ITil  Hi 


must  pay  the  total  annual  premium  amount  that 
is  applUable  to  the  school  year  salary  the  educa¬ 
tor  is  eligible  to  receive.  This  is  to  provide 
coverage  during  the  summer  recess,  during 
which  time  a  IW  day  educator  neither  earns  nor 
receives  pay.  The  normal  period  of  extended 
coverage  is  from  the  first  duty  day  of  a  school 
year  until  the  day  prior  to  the  first  duty  day  of 
the  next  school  year.  Therefore,  deductions  must 
be  accelerated  to  withhold  more  than  the  normal 
biweekly  amounts  paid  by  other  Federal  employ¬ 
ees.  Accelerated  deductions  are  not  required  for 
an  educator  assigned  to  a  222-duty  day  work 
schedule. 

1.  Calculation  of  Accelerated 
Dr’ductiiins.  To  determine  the  biweekly  amount 
to  be  deducted  from  a  I'/O-day  educator's  pay 
for  FEGLI,  first  find  the  normal  (i.e.,  26  pay 
period)  biweekly  amount  deducted  for  other 
Federal  employees  in  the  same  salary  bracket. 
For  FEHB,  find  the  biweekly  withholding 
amount  for  tlic  plan  in  which  the  employee  i.s 
enrolled.  After  finding  the  normal  biweekly 
wiliihulding  amount,  multiply  by  2f)  (to  arrive  at 
the  amount  to  be  paid  for  an  entiie  calendar 
year)  then  divide  by  22  (the  numlier  of  full  pay 
periods  over  which  19l)-dny  educators  normally 
are  paid  flieir  .school  year  salary)  to  determine 
the  amount  to  be  deducted  eacli  pay  period  for 
an  educator. 


2.  Coverage  Upon  .Separation  or 
Movement.  Fora  lyil-day  educator  wlio  resigas 
at  the  cio.se  of  the  seliool  year  and  who  has 
elected  coverage  under  FF.CLI  and/or  FEHB,  tlie 
actual  date  of  .separation  shall  Ih>  diilayed  suffi¬ 
ciently  to  ensure  extended  coverage  for  the 
period  of  time  for  whicli  the  educator  lias  paid 
tiiniugh  (he  accelerated  withholdings.  The 
period  of  extended  coverage  for  an  educator 
employed  fora  'uli  seliool  year  shall  be  through 
the  day  prior  to  the  first  scheduled  duly  day  of 
the  following  school  year.  When  an  educator 
desiivs  earlier  .separation.  Hie  educator's  resigna- 
lion  must  specify  tl’v  eurk.  r  date  for  termination 
of  coverage  and  acknowledge  that  healtli  benefits 
.ind  life  insurcnce  cov.-.rage  shall  conliiiui'  only 
.■^1  days  after  the  date  of  separation.  When  an 
educator  assigned  to  a  position  with  a  T/O  duly 
day  work  scliedule  is  converled  or  appointed  to 
a  222  or  calendar  year  work  schedule,  all  or  an 
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appropriate  portion  of  any  accelerated  payments 
must  be  refunded  should  the  effective  date  of 
such  conversion  or  appointment  occur  during 
the  prepayment  period  and  withholdings  relative 
to  the  new  position  begin.  When  an  educator  is 
separated  before  the  end  of  the  school  year,  the 
educator  will  be  reimbursed  proportionately  if 
the  separation  date  is  earlier  than  the  end  of  the 
extended  period  of  piepaid  FEUB  coverage. 

3.  Calculation  of  Coverage  After 
the  Beginning  of  th>  School  Year.  Should  a  190- 
day  educator  begin  work  after  the  first  sched¬ 
uled  duty  day  of  the  school  year,  reduce  the 
total  annual  premium  amount  for  rEGLl  and 
FEHB  by  the  pioportionatc  amount  for  the 
coverage  period  remaining  through  the  day  prior 
to  the  first  scheduled  duty  day  of  the  next  .school 
year.  Then  proceed  to  calculate  the  biweekly 
amount  using  an  appropriate  reduction  in  the 
number  of  pay  periixis  remaining. 

H.  Other  Deductions 
1.  Allotments 

<1.  Organisation  Dues 

(1)  Allotments  for  with¬ 
holding  employee  organization  dues  shall  be 
effective  on  the  .second  pey  period  in  October  of 
each  school  year  for  a  190-day  TP  educator.  The 
amount  of  such  allotments  shall  bo  the  designat¬ 
ed  dues  identified  on  each  SF  1187  initiated  by  a 
unit  employee  or  on  a  list  provided  by  each  local 
or  regional  unit  divided  by  12  full  pay  periods 
unless  mutually  agreed  otherwisg  between  the 
parties. 

(2)  Unit  members  who 
enter  the  dues-v.’ithholdlng  agreement  at  a  time 
vriien  less  than  12  full  pay  periods  remain  in  the 
school  year  shall  have  their  dues  prorated  over 
the  re.maining  full  pay  periods  within  the  dues- 
withholding  period. 

(3)  Authorization  for 
dues  withholding  with  an  SF  1187  shall  continue 
in  full  force  and  effect  if  a  "not-to-exceed"  em¬ 
ployee  is  given  another  excepted  appointment  in 
the  bargaining  unit  prior  to  the  expiration  of  the 
not-to-exceed  appointment. 


(4)  Remittance  shall  be 
prepared  by  the  civilian  payroll  office  at  the 
close  of  each  pay  period  for  which  deductions 
arc  made.  Remittances  shall  be  prepared  and 
forwarded  on  the  same  pay  schedule  as  for  unit 
employees  after  the  close  of  each  pay  period. 
Remittance  shall  be  sent  to  the  appropriate  ad¬ 
dress  in  each  region.  Each  remittance  shall  be 
accompanied  by  a  listing  of  names  and  amounts 
withheld.  See  subparagraph  09i.'203.H.  for 
guidance  on  preparing  this  report. 

(5)  Dues  withholding 
authority  is  automatically  carried  forward  to  the 
next  schotil  year  unless  notification  to  stop  the 
deduction  is  requested.  Educators  can  request 
that  organization  dues  deductions  be  stopped 
only  once  a  year  either  on  Septemlxir  1  or  the 
anniversary  date  on  which  the  employee  autho¬ 
rized  dues  withholding,  whichever  is  later.  A 
revocation  must  be  received  in  the  civilian 
payroll  office  prior  to  the  appropriate  date  as 
indicated  above. 

(6)  Local  or  regional 
unite  must  provide  a  list  of  employees  who  are 
to  have  dues  withheld  no  later  than  2  wi^eks 
prior  to  the  beginning  date  of  the  pay  period  in 
which  withholding  is  to  begin  for  that  unit.  The 
listing  must  identify  the  bargaining  unit  name  or 
numfcier,  location,  address,  point(s)  of  contact  and 
phone  number{.s).  Employee  information  re¬ 
quired  includes  employee  name,  SSN,  location 
assigned  and  amount  of  dues  to  be  withheld  for 
that  sciiool  year. 

b.  Savini;s  Allotments  and 
Allotment  Allowed  for  190-Dav  TP  Educators 
Assicned  in  Overseas  Areas.  Savings  and  other 
allotments,  as  authorized  in  Chapter  4,  may  be 
deducted  over  the  number  of  full  pay  periods  a 
the  school  year. 

c.  Savings  Bonds.  Savings 
bonds  are  authorizes  separately  without  regard 
to  the  number  of  savings  allotments.  Savings 
bonds  are  automatically  continued  into  the  next 
school  year  unless  canceled. 

2.  TSP.  A  TP  educator  may 
elect  to  have  eillier  a  percentage  or  dollar  deduc¬ 
tion  for  TSP  in  accordance  witli  guidelines  set 
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forth  in  section  0415.  TSP  deductions  shall  be 
taken  from  the  annual  retroactive  salary  adjust¬ 
ment  given  to  educators  each  yttar  only  if  the 
educator  has  specified  that  a  percentage  b( 
withheld. 


Defense  Debt  and  Claims  Management  office  of 
the  appropriate  DFAS  Center. 


0703  OTHER  THAN  FULL-TIME  CAREER 
EMPLOYEES 


I.  Compen.sation  of  TP  Educators 
Appoints  lunior  Reserve  Officer  Training 
Corps  (IROTCl  Instructors 

1,  DiDDS  employs  retired 
military  officers  and  non-commissioned  officers 
a.s  TP  educators  in  its  JROTC  overseas  program. 
The  school-year. salary  of  JROTC  instructors  is  an 
amount  equivalent  to  the  active  duty  pay  and 
allowances  which  the  iastruclor  would  receive  if 
ordered  to  active  duty  at  the  kx:alion  of  the 
DoDDS  school  to  which  assigned.  Thi.s  salary  is 
R’duced  by  the  amount  of  retired  pay  received. 


2.  An  additional  annual  amount 
of >plcmental  pay  is  e.stablished  by  the  D»D 
Wag  Fixing  Authority.  The  supplemental 
amount  is  not  part  of  a  JROTC  irustrucior's  basic 
compensation. 


3.  A  JROTC  instructor's  salary  is 
paid  out  on  tile  same  basis  as  other  l‘)U-day  Tp 
educator  pay  during  tlie  .school  year.  The  addi¬ 
tional  annual  amount  of  supplemental  pay 
authorized  is  prorated  over  the  normal  22  pay 
periods, 


4.  Beeau.se  tlie  base  salary  of  a 
JROTC  iastruclor  employed  hy  OoDDS  includes 
an  amou  it  equivaleiil  to  (he  instructor's  active 
duty  allowance  for  t|uarters  (including  a  variable 
housing  allowance),  an  iastruclor' .s  pay  must  be 
a-duced  in  an  equivalent  aaunint  should  the 
instructor  mside  in  amt-free  government  quar¬ 
ters. 


J.  Waiver  of  Eraineous  Payments  of 
P.i V  and  .Allowance,';.  The  procedures  outlined  in 
paragraph  0f)()30().  will  generally  l>e  followed 
when  processing  applications  for  waiver  of 
erroneous  payments  of  pay  and  allowances 
submitted  by  DiDHA  employees.  Applications 
of  DoDEA  employees  a’ceived  by  the  civilian 
payroll  office  shall  lx-  forwarded  to  the  DoDHA 
Pers.innel  Center  for  adjudication  rather  than  the 


070301.  Part-Time  Employment.  Part-time 
employment  is  generally  no  less  than  16  and  no 
more  than  32  hours  a  week  under  a  schedule 
consisting  of  an  equal  or  varied  numbers  of 
hours  per  day.  Employment  may  lx;  between  32 
and  64  hours  in  a  biweekly  pay  period  in  the 
case  of  a  flexible  or  compa-ssed  work  schedule 
(5  U.S.C.  3401  (2))  (mference  (b)).  It  does  not 
include  employment  on  a  temporary  or  intermit¬ 
tent  basis.  To  be  considered  part-time,  an  em¬ 
ployee  must  have  a  a-gular  schedule,  set  in  ad¬ 
vance,  of  at  least  one  hour  in  each  administrative 
workweek  in  each  biweekly  pay  period.  See  P.L. 
95-437  (mference  (e)),  5  U.S.C.  341)1-3408  (refoi- 
ence  (b)),  and  5  C.F.K.  Part  340  (reference  (1)), 

A.  Pay.  Gniss  basic  pay  is  con.puted 
by  multiplying  tlie  employee's  hourly  rate  of  pay 
by  the  total  of  the  hours  worked  and  the  hours 
of  paid  leave  during  th(>  pay  period. 

1 .  Overtime  lYiv.  Overtime  pay 
for  eligible  part-time  employees  is  provided  only 
for  work  over  H  hours  a  day  or  41)  hours  in  a 
week  under  5  U.S.C.  5.542  (aference  (b)). 

2.  Coniiii'nsaUirv  Time  Off. 
Part-time  einployee.s  may  elect  to  take  compensa- 
lory  time  »)ff  in  lieu  of  overtime  pay  to  which 
entitled  under  5  U.S.C.  .5542  (refeamce  (b)).  Part- 
time  employees  may  elixT  to  perform  compen;  j- 
tory  overtime  work  to  ivpiate  lime  taken  off  for 
ivligious  observa  nees . 

3.  Sunday  Pay.  Part  time  em¬ 
ployees  i<n‘  notenlitli'd  to  Sunday  premium  pay 
fur  working  on  Sundays. 

4.  Nitrht  Differential  I’av,  Part- 
time  employees  are  enlilleii  to  night  pay  for 
work  performed  between  6:(X)  p.m.  and  6:00  a. m. 
us  pa.t  of  their  regularly  scheduled  administra¬ 
tive  workwei’k. 

5.  Shift  Differential  Pay.  FWS 
pari  lime  employees  who  woik  a  regular  sched- 
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uled  shift  of  8  hours  or  less  are  entitled  to  night 
shift  diffemntial.  However,  more  than  half  of 
the  hours  they  work  must  be  on  the  second  or 
third  shift.  The  hours  for  the  second  and  third 
shifts  are  outlined  in  subparagraph  030303. B. 

B.  Leave 

1.  Annual  Leave.  To  earn 
annual  leave,  j^iart-time  employees  must  have  a 
regularly  a.ssigned  tour  of  duty  on  at  least  one 
day  of  each  week  in  the  biweekly  pay  period. 
Maximum  carryover  at  the  end  of  the  leave  year 
is  the  same  as  for  a  full-time  employee.  Hours 
in  a  pay  status  include  straight-time  and  over¬ 
time  hours  up  to  a  total  of  the  basic  working 
hours  in  a  pay  period  (normally  HO  hours). 
Leave  is  charged  for  absence  during  the  hours 
the  employees  art?  scheduled  to  work. 

a.  Part-time  employees  with 
le.ss  than  3  years  of  service  earn  i  hour  of  annua! 
leave  for  each  20  hours  in  a  pay  status. 

b.  Part-time  employee's  with 
at  least  3  yeai-s  but  less  than  18  years  of  service 
earn  1  hour  of  aitnual  leave  for  each  13  hours  in 
a  pay  status. 

c.  Part-time  employ<!t‘s  with 
15  or  more  years  of  serviee  earn  1  hour  of  annu¬ 
al  leave  for  each  10  hours  in  a  pay  status. 

2.  Sick  leave.  Part-time  em¬ 
ployee;;,  for  whom  a  regularly  .scheduled  tour  of 
duty  has  been  established,  earn  and  shall  be 
eredited  with  1  hour  for  each  20  hours  in  a  pay 
status, 

3.  Part-time  ein(iloyees  are 
eligible  for  other  leave  categories,  e.g.,  AWOL, 
LWOP,  court  leave,  tun(!ral  leave,  or  excused 
absences  on  the  same  basis  as  full-time  employ¬ 
ees. 

4.  Each  ne.servist  of  the  Armed 
Forces  or  meml>er  of  the  National  Guard  who  is 
an  officer  or  employee  of  the  Uiiiti'd  States, 
permanent,  temporary  indefinite,  or  part  time,  is 
enlitl.’d  to  leave  (;f  abseMci'  from  their  duties 
(military  leave)  without  loss  of  pay,  time,  or 
efficiency  rating  for  i‘adi  day,  but  no  rnon'  titan 


15  day.s  in  any  fiscal  year  in  which  ho  or  she  Is 
on  active  duty  or  training.  Eligible  part-time 
employees  accrue  military  leave  prorated  on  the 
basis  of  the  tour  of  duty  (5  U.S.C.  6323(a)(2)) 
(refere.,cc  (b)).  See  section  0514  for  guidance  on 
recording  and  charging  military  leave. 

5.  Holidays.  Part-time  employ¬ 
ees  are  not  entitled  to  a  holiday  which  falls 
outside  the  tour  of  duty.  If  a  holiday  falls  on  a 
day  part-time  employees  are  .scheduled  to  work 
and  the  employees  do  not  work,  the  employees 
aix;  paid  for  the  numl>or  of  hours  scheduled  for 
that  day.  If  part-time  employees  work  during 
their  scheduled  hours  on  a  holiday,  the  employ¬ 
ees  are  entitled  to  holiday  premium  pay  only  for 
tho.se  hours  scheduled.  When  an  installation  is 
closed  for  an  "In  lieu  of"  holiday  that  falls  on  a 
regularly  scheduled  workday  and  the  employees 
an.’  pn’venled  from  working  on  that  day,  the 
installation  may  excuse  part-time  employees 
fmm  duty  by  administrative  order  or  grant 
annual  leave  or  LWOP  for  the  hours  scheduh'd 
to  be  worked  on  that  day,  A  part-time  employee 
who  works  on  an  "in  lieu  of"  holiday  shall  be 
paid  straight  time  for  houis  worked.  A  parf- 
fime  employee  is  not  otherwise  enfitled  to  an  "in 
lieu  of"  holiday. 

('.  Deductions 

1.  Relirement.  Part-time  cm- 
ployei'S  are  subject  to  deductions  on  the  same- 
basis  as  full-time  employees. 

2.  Healih  Insurance.  Part-time 
I'mployees  are  eligible  to  participate  in  the  FEHB 
pnigram.  The  cost  to  the  employee  Ls  tlie  total 
mist  of  healih  benefits  (both  the  employee's  and 
the  employer's  share)  less  the  Government’s 
prorated  share.  See  subparagraph  ()4()H02.D.  for 
more  information  on  riillli  for  part-time  em¬ 
ployees. 

a.  Paymil  deduclinns  and 
employer's  contributions  shall  be  based  on  the 
particular  plan  for  which  employees  entoll  and 
the  employee's  established  pay  periods.  Career 
paii-tinie  employees  who  pay  a  prorated  Gov 
ernmenl's  share  of  health  bemefits  are  respoasihle 
for  payment  of  premiums  for  periods  ot  nonpay 
status  at  the  .same  rate  that  would  lx‘  withheld  if 
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they  were  in  a  pay  status.  Enrollment  may 
continue  during  nonpay  status  for  up  to  36.5 
days. 

b.  When  part-time  employ¬ 
ees  become  full-time  employees  in  the  middle  of 
a  pay  period,  the  amount  to  be  withheld  is 
prorated  based  on  part-time  rules. 

3.  Life  !'•  '.urance 

a.  Part-time  employees  are 
eligible  for  the  FEGLI  program.  The  actual 
amount  of  insurance  (which  cannot  be  less  than 
$10,CX)0)  for  which  the  employees  arc  eligible  is 
based  on  the  annual  salary  derived  from  the 
employees'  scheduled  hour;;,  if  employees  are  in 
a  nonpay  status  for  an  entire  pay  period,  no 
withholding  to  cover  that  pay  period  shall  be 
made  from  future  pay  nor  shall  the  employees 
deposit  the  amount  which  vwuld  have  been 
withheld  if  they  had  been  in  a  pay  status  during 
that  period.  There  are  no  Government  contribu- 
iioas  for  that  pay  period.  When ‘part-time  em¬ 
ployees  become  full  time  employees  in  the 
m'ddlc  of  a  pay  period,  the  Federal  Employees 
Group  Life  Insurance  Handbook  for  Personnel 
and  Payroll  Office.<  (reference  (x))  requin-s  the 
amount  to  be  withheld  for  basic  life  insura/'ce  to 
be  based  on  the  amount  of  insurance  last  in  force 
for  the  employee  during  the  pay  period  (that  i.s, 
the  full-time  rate). 

b.  Part-time  Rates.  For  life 
insurance  purposes,  the  annual  pay  for  a  part- 
time  employee  is  the  basic  pay  applicable  to  his 
■ir  her  tour  of  duty  in  a  52-weck  v/ork  year.  For 
example,  an  employee  whose  pay  is  $22,692  per 
annum  but  is  employed  half-time  would  h,avean 
annual  pay  for  insurance  j  urposos  of  $1 1,346.  If 
an  individual  is  employed  on  a  part-time  basis  in 
more  than  one  Federal  agency  and  i':  eligible  for 
FEGLI  coverage  in  one  of  the  po.sitious  under  the 
Federal  Employees  Group  Life  lasurance  Hand¬ 
book  for  Petsonnei  and  Payroll  Offices,  Subcbap- 
ter  S3  (refc,rence  (x)),  the  agency  which  pays  the 
higher  of  the  salaries  must  contact  the  other 
employing  office,  confirm  the  salaries  paid,  and 
a.ssume  responsibility  for  withhtd  iing  all  of  the 
required  premiums  from  the  salary  which  they 
pay,  The  agency  which  pays  the  hij’hest  salary 
to  the  individual  must  also  provide  the  Govern¬ 


ment  contribution  for  basic  insurance  based  on 
the  aggregate  amount  of  basic  coverage  the 
employee  has  from  all  covered  positions.  This 
will  eliminate  the  need  for  the  other  employing 
office  to  make  partial  withholdings  and  Govern¬ 
ment  contributions. 

070302.  Intermittent  Employment.  See  FPM 
Chapter  340,  Subchapter  4  (reference  (am)).  This 
is  nonfull-timc  employment  in  which  employees 
serve  under  an  excepted  or  competitive  service 
appointment  without  a  regularly  scheduled  tour 
of  duty.  An  intermittent  work  schedule  is 
appropriate  for  a  position  in  which  the  nature  of 
work  is  sporadic  and  unprediciable  so  that  a 
tour  of  duty  cannot  be  regularly  scheduled  in 
advance.  Intermittent  employees  are  paid  only 
for  hours  worked.  Intermittent  employees  are 
entitled  to  overtime. 

A.  Pay.  Cross  basic  pay  is  computed 
by  multiplying  the  employee's  hourly  rate  of  pay 
by  the  total  of  the  hours  worked  during  the  pay 
period.  Intermittent  employees  are  not  eligible 
for  holiday  pay,  Wage  Ixiard  intennitfent  em¬ 
ployees  are  eligible  for  night  shift  differential; 
however,  General  Schedule  intermittent  employ¬ 
ees  are  not  eligible  for  night  differential  unless 
temporarily  assigned  to  a  regular  tour  of  duty 
with  night  work. 

B,  Leave.  Intennittenl  employees  do 
not  accrue  annual  or  sick  leave.  When  part-time 
or  full-time  employees  arc  changed  to  intennil 
tent,  unused  sick  leave  is  held  in  abeyance  until 
employees  return  to  a  scheduled  tour  or  separate 
and  forfeit  the  leave  alter  a  3-year  break  in 
service.  Any  unused  annual  leave  is  paid  as  a 
lump  sum,  except  in  a  situation  involving  a 
continuing  program  under  which  employees  are 
n?quircd  to  return  to  full-time  or  part-time 
employment  after  a  period  of  intermittent  em¬ 
ployment  (i.e.  student  h-ainee). 

G-  Deductions 

1.  Retirement,  Intermittent  em¬ 
ployees  arc  not  eligible  for  retirement  coverage 
except  when  the  inlermii'.ent  employment  fol¬ 
lows  employment  i'  a  covered  position  and 
then^  has  not  been  a  break  in  .service  of  more 
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than  3  days.  Intermittent  employees  are  subject 
to  Social  Security  and  Medicare  deductions. 

2.  Health  Igsurance.  Intermit¬ 
tent  employees  arc  not  eligible  for  health  insur¬ 
ance  coverage  except  when  the  intermittent 
employment  follows  employment  in  a  covered 
position  and  there  has  not  been  a  break  in 
service  of  more  than  3  days. 

3.  Life  Insurance.  Intermittent 
employees  are  not  eligible  for  life  insurance 
coverage  except  when  the  intermittent  employ¬ 
ment  follows  employment  in  a  covered  position 
and  there  has  not  been  a  break  in  service  of 
more  than  3  days  and  the  employee  is  expected 
to  return  to  a  covered  position  (FPM  Chapter 
340,  paragraph  4-3b)  (reference  (am)).  The 
annual  pay  for  intermittent  employees  is  the 
annual  rate  which  they  were  receiving  at  the  end 
of  the  pay  period  or  in  the  event  of  death  or 
dismemberment,  the  annual  rate  they  were 
receiving  at  the  time  of  death  or  accident.  For 
example,  if  an  intennittent  employee  is  paid 
$7.65  per  hour,  the  employee's  annual  rate  of 
pay  fixed  by  law  is  $15,966  (7.65  X  2,087  = 
$15,966).  If  such  an  employee  works  only  2  days 
or  16  hours  during  a  particular  pay  period,  the 
annual  rate  of  pay  for  insurance  purposes  is 
based  on  actual  time  worked  during  that  pay 
period,  in  this  example,  $3,193  is  the  annual  rate 
of  pay  for  insurance  purposes  (.2(1  X  $15,966  = 
$3,193/yr).  However,  insured  employees  whose 
annual  pay  is  $8,000  or  less  are  covered  for  the 
minimum  $10,000  of  basic  iasurance. 

070303.  Seastmal  Employment.  Seasonal  em¬ 
ployment  is  defined  as  recurring  periods  of  work 
lasting  less  than  12  months  each  year  (FPM 
Chapter  340,  Subchapter  2)  (reference  (am)). 
Seasonal  employees  are  placed  in  nonduty/non¬ 
pay  status  and  recalled  to  duty  in  accordance 
with  prccstablished  conditions  of  employment. 

A.  Fay.  Gross  basic  pay  is  computed 
by  multiplying  the  employee’s  hourly  rate  of  pay 
by  the  total  of  the  hours  worked  and  the  hours 
of  paid  leave  during  the  pay  period. 

B.  Leave.  Seasonal  employees  earn 
leave  during  the  time  in  pay  status  and  during 
the  first  80  hours  in  nonpay  status  each  year. 


C.  Deductings.  Regularly  scheduled 
seasonal  employees  under  career  or  career- 
conditional  appointments  expected  to  work  at 
least  six  months  per  year,  am  subject  to  deduc¬ 
tions  (such  as,  mtirement,  health  insurance,  and 
life  insurance)  on  the  same  basis  as  full-time 
employees  while  in  a  pay  status. 

070304.  On-Call  Employment.  See  FPM  Chap¬ 
ter  340,  Subchapter  3  (reference  (am)).  On-call 
employment  is  employment  on  an  as-nceded 
basis  during  periods  of  heavy  workload,  with  an 
expected  cumulative  service  period  of  at  least  6 
months  in  pay  status  each  year.  On-call  employ¬ 
ees  work  on  regularly  scheduled  tours  of  duty 
while  in  a  pay  status,  and  subject  to  workload, 
are  placed  in  a  nonpay  status,  and  arc  recalled  to 
duty  in  accordance  with  prcestablished  condi¬ 
tions  of  employment. 

A.  Pay.  Gross  basic  pay  is  computed 
by  multiplying  the  employee  s  iwurly  rate  of  pay 
by  the  total  of  the  hours  worked  and  the  hours 
of  paid  leave  during  the  pay  period. 

S’  Leave.  On-call  employees  earn 
leave  during  the  time  in  a  pay  status  and  during 
the  first  80  hours  in  nonpay  status  each  year. 

C.  Deductions.  On-call  employees 
under  career  or  career-conditional  appointments 
are  subject  to  deductiogs  (such  as  retirement, 
health  insurance,  and  life  igsurance)  on  the  same 
basis  as  full-time  employees. 

070305.  Piecework  Hnmlovees.  General  author- 
ity  for  scheduling  work  and  excusing  absences  of 
piecework  employees  are  granti'd  under  5  IJ.S.C. 
6101  and  6104  (reference  (b)),  and  .56  Comp.  Gen. 
393  (1977)  (reference  (p)).  I’ieccwork  employees 
excluded  fg)m  health  insurance  coverage  an' 
employees  paid  on  a  piecework  basis;  except 
those  who.se  work  schedule  provides  for  regular 
or  full-time  service  or  for  part-time  service  with 
a  regular  tour  of  duty.  Refer  lo  FPM  Supple¬ 
ment  .532-1  (reference  (r))  for  information  on 
piece  rate  .schedules.  For  life  insurance  purpos¬ 
es,  Ihe  annual  pay  for  a  pieceworker  is  the  total 
basic  earnings  exclusive  of  premium  earnings  for 
overtime  or  holidays,  for  the  previous  calendar 
(52-wcck)  year.  Whenever  the  piecework  rate 
change.s,  annual  pay  is  adju.sted  by  applying  the 
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percentage  increase  or  decrease  in  rate.  If  the 
pieceworkers  had  LWOP  during  the  year,  the 
year's  earnings  or  adjusted  earnings  are  divided 
by  the  number  tif  days  for  whicli  tiiey  were  paid 
(work and  leave  with  pay)  and  the  average  daily 
rate  so  obtained  multiplied  by  260  to  determine 
annual  pay.  For  new  employee.s,  use  the  first 
year's  annual  pay  during  the  previous  calendar 
year  for  pieceworkers  doing  similar  work  in 
their  group,  subject  to  any  further  adjustment  of 
the  average  during  the  first  year.  Unless  cov¬ 
ered  by  an  exception,  employees  paid  on  a 
piecework  basis,  excopi  those  whose  work 
schedule  provides  for  regular  or  full-time  ser¬ 
vice,  are  excluded  from  retirement  coverage  by 
t  0PM  regulation,  See  .'3  C.F.R.  831. 201(a)  (refer¬ 

ence  (1))  and  the  CSRS  and  FERS  Handbook  for 
Personnel  and  Payroll  Offices  (reference  (ac)), 

0704  REEMPLOYHD  ANNUITANTS 

070401,  General 


A.  I'rnoloyees  Retired  from  Competi¬ 
tive  Service 

1 .  RcLmlaticms  CKiverninti;  Reem¬ 
ployment.  Instructions  governing  the  reemploy¬ 
ment  of  employees  retired  from  the  regular 
competitive  seivice  under  CSRS  and  EER.S  are 
contained  in  the  CSRS  and  PERS  Handbook  for 
Personnel  and  Payroll  Offices  (reference  (ac)). 
At  the  time  of  appointment,  an  SF  2S(16/3HK)  is 
prepared  for  each  new  employee  subject  to  the 
CSRS  or  FER.S,  except  for  a  reemployei!  annu¬ 
itant  who  ioay  qualify  for  a  supplemental  uiinu- 
itv  as  defined  in  llie  CSRS  and  FERS  Haiidliuok 
for  Personnel  and  Payroll  Offices  (relerence  (ac)), 
when  Chapters  lt)t)-l()2  aiv  put)lished.  In  that 
ca.se  the  SE  2806/311)0,  sliowing  service  liistory 
only,  is  prepared  at  tlie  time  of  separation. 

2.  Disaliled  Annuitants  WIro 
Recover  Before  Keachim;  Aye  6tl.  Annuity 
payments  shall  he  discontinued  during  thi'ir 
reemployment  and  retirement  deductions  shall 
be  taken  ftom  tlieir  salary. 

3.  Annuitants  Involiinlarilv 
Separali'cl  (for  Reasons  Other  l!iaii  Ae.i’V  When 
their  reemployment  is  subject  to  a  retirement 
system,  tile  annuity  payments  sliall  be  discontin¬ 


ued  and  deductions  shall  be  taken  from  their 
salary.  When  their  reemployment  is  not  suliject 
to  the  retirement  system,  annuity  payments  shall 
be  continued,  tlie  agency  shall  reduce  the 
employee's  pay  by  the  amount  of  the  annuity, 
and  no  retirement  deductions  shall  be  taken.  See 
the  CSRS  and  FERS  Handbook  for  Personnel  and 
Payroll  Offiee.s  (reference  (ac)). 

4.  All  Other  Reemploved  Annu¬ 
itants.  Annuity  payments  shall  Ik’  continued 
during  their  reemployirK-nt.  The  agency  shall 
reduce  the  einplovee's  pay  by  tne  amount  of  tlie 
annuity,  and  no  retirement  deductions  shall  be 
taken  fnim  their  salary.  See  tlie  CSRS  and  FERS 
Handbo.  k  for  Personnel  and  I’ayroll  OHices 
(reference  (ac)). 

B.  Former  Meinbers  of  Conttress 


1.  ConliniK'd  Annuity.  Under 
P.L.  86-604  (reference  (e)),  the  retirement  annuity 
of  former  members  of  Congress  shall  continue 
with  no  re.cuiting  increase,  wlicn  reemployrd  by 
a  Government  Agency  subsequent  to  LTccenibrr 
31,  1958.  Such  reemployment  sliall  be  in  an 
appointive  position  on  an  inli’rmitlent  service 
basis  witli  compensation,  or  on  a  full  time  or 
substantially  full-time  basis  without  comiiensa 
lion  (5  U.S.C.  8344(d))  (refi'ii'iice  (b)). 


2.  Molice  to  0PM.  0PM  Retire¬ 
ment  and  Insurance  Programs,  Annuitant  Servic¬ 
es  Division,  Washinglon,  DC  2(1413,  sliall  be 
notified  imniedialely  of  the  name  of  any  former 
member  of  Congress  when  employed  in  an 
appointive  position  on  an  inlerniitlent  service 
basis  with  compensation  or  on  a  full-time  or 
substaiilially  full-time  ba.sis  williout  coinpeiisa- 
lion. 


67ll4(t2.  Keiiiibuisi'llli'iil  to  the  Office  of  Peisoii- 
nel  MaiiiiiM-ini'nl  l^ir  Annuity  Paid  ti>  Retired 
Civil  Service  Employees  While  Reemiiloyed 

A.  General.  Activities  employing 
retired  f'ivil  Service  eniplnyees,  whose  annuity 
conliiiues  during  reemployment,  are  required  to 
|•eimll^rse  tlie  Civil  .Setviee  Keliiemenl  and 
Disahililv  Fund  for  the  griiss  amount  of  llie 
annuilv  paid  by  OPM  allocable  to  llie  period  of 
actual  finplovment.  Tlie  payment  to  OEM  is 
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shown  on  DD  Form  592  as  ''Annuitants  Cost  to 
0PM." 

B.  RcimbursemL'nt,  The  gross 
amount  of  annuity  paid  by  0PM  to  rccmployed 
annuitants,  applicable  to  each  pay  period,  shall 
be  entered  on  the  SP  2812.  This  will  serve  as  a 
scheuule  of  vouchc-  deductions.  The  completed 
SF  2812  is  forwarded  to  0PM.  In  addition  to 
othf'i'  items,  this  form  must  shew  the  agency's  8- 
digit  payroll  office  number,  the  pay  pcriixl  from 
and  to  dates  and  the  amount  being  remitted. 

C.  Separation  of  Reemnloved  Annu¬ 
itant.  Upon  separation  of  a  reemployed  annu¬ 
itant,  OPM  shall  be  notified.  Each  notice  shall 
contain  the  annuitant's  name,  elate  of  birth,  SSN, 
retirement  claim  number  (if  available),  and  dale 
of  separation.  In  the  event  an  annuitant  is 
eligible  for  a  supiilemental  aniuiil)',  the  civilian 
payroll  office  shall  prepare  an  SF  28()(i/31(K), 
listing  all  service  subsequent  to  retirement.  The 
SF  2806/3100  should  lx‘  forwarded  to  OPM  as 
provided  in  the  CSRS  and  FliRS  Mandlwok  for 
Personnel  and  Payroll  Offices,  Chapter  41  (refer¬ 
ence  (ac)),  together  with  the  annuitant's  new  SF 
2801,  "Application  for  Immediate  Ketirement- 
eSRS,"  or  SF  3107,  "Application  for  Immediate 
Retirement-FERS." 

()7()4()3.  Pniratinit  Aniiuilles  for  Annninriate 
Reductions  of  Waee  and  Ck'iu'ral  Schedule 
Salaries 

A.  General.  Upon  reemployment,  the 
civilian  personnel  office  pinvides  the  SF  SO  data 
to  the  civilian  payroll  office  as  to  tlie  anionnt  of 
annuity  being  received  by  a  leeinployed  unnu 
itant. 

B.  Employeics  Retired  from  the 
Competitive  Service.  Reemployed  annuitanis 
who  retain  their  annuities  shall  have  their  sala¬ 
ries  reduced  by  c  sum  equal  to  the  retirement 
annuity  allocable  to  the  period  of  actual  employ¬ 
ment.  I'he  appropriate  mduction  and  adjusted 
salary  shall  be  determined  as  follows: 

I .  Annuitants  reemi>loyed  op  an 
annual  pay  basis  shall  have  their  per  annum 
:ialary  reduced  by  the  amount  of  the  annual 
annuity.  The  remainder  of  llieir  salary  is  com¬ 


puted  in  amounts  payable  on  a  biweekly  pay 
period  basis.  Payment  for  overtime  worked  is 
based  on  an  annuitant's  full  rate  of  basic  pay 
before  any  reduction  by  the  amount  of  their 
annuity. 

2.  AnnuitanLs reemployed  onan 
hourly  pay  basis  shall  have  their  daily  or  hourly 
rafe  of  pay  converted  to  the  per  annum  equiva 
lent.  The  per  annum  rale  reduced  by  the  total 
amount  of  the  annuity  being  received  by  the 
employc-e.  The  remainder  shall  be  reconverted 
to  a  per  diem  or  per  hour  rate,  as  appropriate. 

3.  The  civilian  paynill  office 
adjasLs  the  reimbursement  to  OPM  following 
increa.ses  in  an  annuity  as  pnwidi'd  in  the  CSRS 
and  FERS  Handbook  for  Personnel  and  Payroll 
Offiee.s  (reference  (ac)),  and  OPM  instructions 
i.ssued  with  pi>rit>die  cosl-of-living  adjustments. 

C.  Former  Men'ihePi  of  CoiHtress. 
Former  memlKTS  of  Congre.ss  who  are  einployi'd 
in  an  appointive  position  on  an  inlenniUent 
service  basis  and  who  retain  their  annuities  sliall 
have  their  salaries  reduced  by  a  sum  r  |ual  to  the 
retimment  annuity  allocable  to  the  period  of 
actual  employntenl.  Tlie  amount  of  aniiuity 
allocable  to  each  pay  period  shall  be  pri'ces.sed 
as  a  payroll  deduction  rather  tliun  as  a  reduction 
in  pay  period  earnings  as  is  the  ea.se  with  reem 
ployed  eompelitive  service  annuitants.  Tltere 
fore,  annuities  williheld  sliall  not  reduce  earn 
ings  for  tax  .'nd  otlier  pi.rpo.ses.  Annuities 
withheld  in  the  case  of  former  membei's  of 
Congre.ss  .■ihall  be  remitted  to  OEM  as  iii  esc  ribed 
in  paragraph  (17tl'Ui7. 

(171)404.  Pnicvssing.  KeliremenI  deductions  are 
optional  for  GSKS  reemployed  annuitants,  and 
then'  is  no  tequimmenl  for  a  matching  Govern¬ 
ment  contribution.  However,  ri'lii’ement  deduc¬ 
tions  are  required  fur  F'ER.S  reemployed  annu¬ 
itants,  and  (Jovemmeiit  cunlriliutions  an:  ilsu 
n'quiri'd.  These  deductions  ai-e  computed  on  the 
niemployed  annuitant's  basic  pa)  before  niiy 
offset  due  to  receipt  of  an  annuity.  I  X'daclions 
for  Medicare  (CSRS  employees)  or  Social  Securi¬ 
ty/Medicare  (FERS  employee.s)  ai-e  computed  on 
the  amount  mmainiiig  after  subtraclion  of  the 
annuity  offset,  in  ueeoi-danee  with  SSA  guidance. 
Federal,  State,  and  local  taxes  are  computed  on 
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the  amount  remaining  after  subtraction  of  the 
annuity  offset.  TSP  contributioas  are  computed 
for  a  reemployed  annuitant  using  the  base  .salary 
prior  to  the  salary  offset  for  the  annuity  fl’SP 
Bulletin  87-31)  (reference  (ak)).  Sick  leave  re¬ 
ported  to  0PM  cannot  be  recredited  upon  reem¬ 
ployment  (5  C.F.R.  630.407)  (reference  (!)). 

070405.  Computation  of  Lump-Sum  Leave  Pay. 
Under  the  pre>visions  of  5  U.S.C.  8344  (reference 
(b)),  the  lump-sum  payment  for  unused  annual 
leave  due  a  reemployed  annuitant  upon  separa¬ 
tion,  including  those  retired  from  the  competitive 
service  and  former  members  of  Congress,  shall 
Ih!  computed  on  the  basis  of  the  employee's 
wage  or  salary  rate  fixed  for  hi;;  or  her  position 
or  occupation  without  reduction  for  the  amount 
of  annuity  received  by  the  employee. 

0705  DHCPASl'n  EMPLOYEES 

070.5(1].  C.eneral.  See  5  U.S.C.  5581-5383  (refer¬ 
ence  (b)).  An  Sp  ]  152,  "Designation  of  Beneficia¬ 
ry  Unpaid  Compensation  of  Deceased  Civilian 
Employee, "  and  an  SP  1153,  "Claim  for  Unpaid 
Compensation  of  Deceased  Civilian  Employee," 
are  forwarded  by  fhe  civilian  personnel  office  to 
the  civilian  payroll  office.  Deceased  civilian 
entployees  include  former  eiriployees  who  die 
after  separation  from  the  employing  installation 
and  before  receipt  of  final  pay  and  allowances. 
Unpaid  compensation  includes  all  pay,  allowanc¬ 
es,  or  other  amounts  due  at  the  time  of  death, 
such  as: 

A.  Current  salary  (including  any 
reln)active  salary). 

B.  Savings  bonds  (if  no  co-owner  or 
beneficiary  was  designated)  and  savings  bond 
balance. 

C.  Unclaimed  or  uncashed  checks.  A 
collection  vouciuT  is  required  to  be  prepared  for 
non-negotiated  returned  checks. 

D.  Cash  awards. 

E.  Foreign  and  iionforeign  area 
differentials  and  allowances. 

F.  l.uinp-suin  annual  leav(‘  payment. 


G.  Travel  reimbursement. 

H.  Severance  pay. 

070502.  Payment.  Upon  notice  of  the  death  of 
a  civilian  employee,  the  civilian  ptiyroll  office 
takes  action  to  prepare  an  SP  1154,  "Public 
Voucher  for  Unpaid  Compensation  Due  a  De¬ 
ceased  Civilian  Employee,"  to  permit  prompt 
payment  of  the  amounts  due.  In  accordance 
with  GAO  regulations  issued  pumuani  to  5 
U.S.C.  5581-5583  (reference  (b)),  in  certain  in¬ 
stances  the  amounts  due  may  lx.'  paid  directly  as 
indicated  on  the  SF  1153  from  the  civilian  per- 
.snnnel  office.  However,  in  certain  other  instanc¬ 
es  outlined  in  paragraph  (7()5{12.B.,  the  amounts 
due  may  only  be  made  after  being  aulhori/ed  by 
the  GAO  on  the  basis  of  claims  forwarded  to  the 
GAO. 

A.  DirecI  I’liymiml.  Direct  payment 
is  permitted  to  claimants  legully  entitled  to  such 
payments.  Wlien  paying  more  than  one  benefi 
ciary,  the  civiliait  paynill  offici;  shall  apply  pisr- 
centages  due  each  beneficiary  as  specified  by  tin’ 
deceased.  If  the  deceased  did  not  .specify  any 
percentage.s,  the  civilian  payroll  office  shall 
divide  the  total  amount  equally  among  Ihe 
eligible  claimants.  Tlie  legal  claiinanls  are  deter¬ 
mined  based  on  Ihe  following  order  of  prece¬ 
dence: 

1.  'I'he  iK’neficiary  or  Ixmcficia- 
ries  designated  by  tlie  employee  in  writing  to 
receive  such  compensation.  Tin;  designation 
must  have  been  filed  witli  tin:  employee's  em¬ 
ploying  activity  prior  to  tlie  I’lnployeiTs  death; 

2.  The  widow  or  widower  of  tlie 

employee; 

3.  Tile  diild  or  children  of  the 
employee,  and  descendants  of  deceased  children 
by  representation; 

4.  The  parents  or  surviving 
parent  of  the  employee; 

5.  The  duly  aj-ipoiiited  legal 
repre.senlalive  of  tile  e::tate  of  the  employee,  or  if 
none,  tlie  pei-soii  or  jx’isons  entitled  under  the 
laws  of  Ihe  domicile  of  tlie  employee. 
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B.  Payment  After  GAO  CortificaHon. 
Certain  claims  are  sent  to  the  Claims  Division  of 
GAO  for  certification  before  payment  is  made. 
After  GAO  certifies  the  SF  1154,  it  is  returned  to 
the  civilian  payroll  office  for  payment.  These 
include  claims  when: 

1.  Doubt  exists  as  to  the  amount 
or  validity  of  the  claim; 

2.  Doubt  exists  as  to  the  person 
or  persoas  properly  entitled  to  payment; 

C.  Submi.ssion  for  GAO  Certification. 
For  those  claims  required  to  be  settled  by  GAO 
before  payment,  the  tiviiian  payroll  office  shall: 

1.  Write  a  letter  of  traasmittal  to 
the  office  identified  in  paragraph  tl6()4('l.  The 
following  shall  be  included; 

a.  Statement  mgarding 
designation  of  lx,'neficiary. 

b.  Reason  wlty  referral  to 
GAO  is  recommended.  As  appropriate,  cite 
unusual  circumstances  surixmnding  the  dealli  o{ 
the  employee,  or  eligibility  of  the  claiinant(s)  to 
receive  the  unpaid  cumpeasation. 

t.  Amount  and  nature:  of 
indebtedness,  if  any. 

d.  Statement  that  the  claim 
has  not  tK:en  and  will  not  !«•  paid  until  certified 
in  the  name  of  the  Cemptniller  General. 


07051)3.  Computation  of  Amount  Due.  Pay 
earned  through  the  date  of  death  and  lump  sum 
payment  for  unused  annual  leave  shall  be  com¬ 
puted  and  shown  on  a  regular  biweekly  payroll 
disbursement  voucher  or  a  special  paynril  vouch¬ 
er  with  a  charge  to  the  applicable  appropriation 
and  other  applicable  accounting  infonnation. 
The  following  instructions  govern  deductions 
from  unpaid  salary: 

A.  Retirement.  If  the  employee  was 
covered  by  a  retirement  system,  deduct  the 
rtUirement  contribution  from  unpaid  salary 
earned  through  the  date  of  dcatli. 

li.  St)cial  Si'curitv  and  Medicare 
Portions  of  the  I'lCA  Tax,  if  the  employee  was 
subject  to  SiK’ial  Securily/Medicare,  deduct  for 
Social  Securily/Medicare  lax  from  unpaid  .salary 
earned  befote  the  dale  of  death  and  from  lump- 
sum  payment  for  unused  annual  leave  earned 
after  DeeeinlK'r  31,  PASO  (IKS  Circular  H)  (refer¬ 
ence  (i)).  Gross  wages  earned  in  the  calendar 
year  lhn)ugh  the  date  of  death,  subji'Cl  to  the 
statutory  limitation,  are  subject  to  Social  Securi- 
ty/Medieare.  Social  Security/ Medicaii.'  taxes 
will  be  withheld  on  wap.es  paid  to  a  beneliciary 
or  to  the  estate  of  the  deceased  emiiloyee  in  the 
calendar  year  of  death.  If  payment  is  made  after 
the  calendar  year  of  death,  such  wages  are 
exempt  from  Social  Security/ Medicare  taxes. 

C.  Federal  income  Tax.  Do  not 
deduct  ITTW  from  unjiaid  salary  earned  by  an 
employee  through  the  dale  of  death  (IRS  Circu¬ 
lar  li)  (reference  (i)). 


2.  Attach  the  following  to  tlie 
letter  of  transmittal; 


a,  Original,  witli  the  required 
number  of  copies,  of  the  SF  1154  and  sub- 
vouchers.  On  the  SF  11.S4  in  the  bliK;k  for  the 
name  of  the  payee,  place  the  phrase  "  Payment 
After  GAO  Certification". 


rei  ord. 


b.  Certified  copy  of  the  leave 


c.  Copy  of  time  and  atten¬ 
dance  reprirt  for  tlie  penixi  covei\:d  by  the  voucher. 


D.  Stale  'lax,  Do  not  ileduct  witli- 
holding  for  Stale  (Territory,  District  of  Columbia) 
income  tax  from  the  unpaid  salary  and  lump¬ 
sum  leave  earned  by  an  employee  Ihmugh  the 
date  of  death. 

E.  Local  Tax.  Do  not  deebu  t  with¬ 
holding  for  local  taxes  from  tlie  unpaid  salary 
and  lump  sum  leave  earned  by  an  employin' 
through  the  dale  of  death. 

F-  FEl  IB,  If  the  employee  bad  premi¬ 
um  withholdings  for  I'EI  IB,  and  there  is  a  survi¬ 
vor  eligible  to  continue  the  enrollment,  make 
withholdings  and  coiitrihutions  for  the  periods 
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for  wliich  pay  is  due.  This  includes  the  pay 
period  during  which  death  occutred,  subject  to 
the  applicable  4-day  rule  provisions  in  subpara¬ 
graphs  040802.8.8.  and  040802.8.10, 

G.  FEGLl.  If  the  employee  was 
subject  to  FEGLl,  deduct  for  premiums  for  the 
periods  for  which  pay  is  due,  including  the  pay 
perii)d  during  which  death  occurred. 

H.  Saviniis  Bonds.  Do  not  deduct  for 
savings  bonds  from  unpaid  wages  nor  i.ssue 
bonds  after  date  of  death. 

I.  T.SP.  Deductions  for  TSP  and  for 
any  TSP  loans  oulstanding  will  be  made. 

!.  .MIotineiils.  Make  no  deduction 
for  tlie  pay  period  in  which  death  occurred. 

K.  Other  Lik'duclions.  Make  any 
addilionul  deductions  lequiied  under  .sp('cifie 
case.s,  such  as  indebtedness. 

07051)4.  Lump-Sum  Pavmeiii  lor  Accrued 
Leave.  D)  not  deduct  retiivmenl,  l'(deral,  Stall', 
or  local  income  tax,  health  benefit!!,  life  insur¬ 
ance,  or  savings  Ixinds  fix)in  lump-sum  payment. 

1)7050.5.  Pivnaralion  of  the  Wilhholdiiie.  Tax 
Statement 

A.  IX’ci’d>'iil  I'orm  W-2.  liiclude 
gross  amounts  for  final  pay  for  the  pay  period  of 
death  and  lump-sum  annua)  leave  (layments  as 
"Social  Security  Wajves"  or  "Mediiaie  Wages  and 
Tips"  only  if  the.se  amounts  are  paid  to  the  estate 
or  iK'iieficiary  in  the  same  year  as  the  death  ol 
the  emphiyee  occurs.  Do  not  include  gro.ss 
amounts  for  final  pay  for  the  pay  pi'riod  of 
death  or  lump-sum  annual  leave  payments  as 
"Wages,  Tips,  Other  rompensalion"  on  the 
decedent's  Form  W-2, 

B.  Form  tOW-MlSC  Prepare  an 
Form  low  MISC  for  amounts  payable  to  the 
decedent's  estate  or  beneficiary(s).  Include  in 
"Prizes,  Awards,  Etc."  the  gross  amoenis  for  final 
pay  for  the  pay  period  of  death,  lump-sum 
annual  leave,  and  other  monies  such  as  travel 
ivimbursements  n'ceived. 


C.  Federal  Income  Tax.  Deceased 
employee's  unpaid  wages  are  not  subject  to 
Federal  income  tax  withholding  in  either  the 
calendar  year  in  which  the  employee  died  or 
afterwards. 

071)506.  Transfer  of  Funds,  The  unpaid  com¬ 
pensation  is  placed  in  deposit  fund  account  — 
X6875  (Susjsease)  pending  receipt  of  a  claim  for 
Ihe  compensation.  If  a  claim  has  not  been 
mceived  within  T  year  from  the  dale  tlie  amount 
was  placed  in  the  deposit  fund  accounl,  transfer 
the  funds  as  follows: 

A.  Transfer  to  deposit  fund  account 
20X61.53  (Payment  of  Unclaimed  Monie.s)  unpaid 
eompeasalion  that  meets  the  following  criteria: 
is  $25  or  more;  a  refund,  upon  claim,  would  be 
absolutely  juslified;  Ihere  is  no  doubt  as  to  legal 
ownership  of  the  funds;  and  a  named  individual 
can  be  identified  with  the  item.  .Subsequent 
payment  of  claims  from  Ibis  account  .shall  be 
made  by  preparing  an  SI-  1154  ciling  accounl 
20X0 13.3  and  the  accounl  of  Ihe  disbursing  officer 
that  supports  Ihe  consolidaled  civilian  payroll 
office. 

8.  Transfer'  to  miscellaneous  reeeipl 
account  -  1060  (l-orleitures  of  Unclaimed  Money 
and  Pio|H'rty)  if  Ihe  claim  for  unpaid  eoinpensa- 
lion  is  le.ss  liian  .$25  or  amounts  greater  than  $2.5 
which  do  not  meet  all  the  provisions  for  accounl 
20X61.33.  .Subsequent  iiayment  of  claims  mim 
this  accounl  shall  be  made  by  prep!iring  an  SF’ 
11.54  eiling  accounl  20X1807  (Refund  of  Money 
Erixmeously  Received  and  Recovered)  and  Ihe 
accounl  of  the  disbursing  olfieer  llial  supports 
Ihf  eonsolidali'd  civilian  payroll  office. 

070507.  Proce.ssim;  of  Acenev  Gertificalion  of 
Life  Insurance  Status  for  Employi:!'  I  X'alh  Cases 
Williiii  IXiD.  When  an  em|iloyee  dies,  tlie  SI' 
2821,  "Agency  Cerlificalion  of  Insurance  Status," 
i.s  processed  under  the  guidance  in  the  l  ederui 
Employees  Group  Life  Insurance  1  landbook  for 
Personnel  and  Paynill  Offices  (reference  (x)). 
The  two  ceilificalions  of  pei'sonnel  and  payroll 
record  data  on  the  .SF'  2821  cannot  be  made  by 
Ihe  same  official.  To  help  ri'dnce  lire  time  survi 
vors  or  Ix'iiefieiaries  must  wail  on  in.surance 
Ix-nelils  fnim  the  Office  of  Federal  Employees' 
Group  Life  Insurance,  the  following  exju'diled 
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processing  of  SF  2821  shall  be  accomplished 
within  EXiD. 

A.  For  colUKated  civilian  personnel 
offices  and  civilian  payndl  offices.  The  civilian 
personnel  office  completes  and  forwards  the  SF 
2821  upon  notification  of  death  of  the  employee, 
to  the  servicing  civilian  payroll  office  for  certifi¬ 
cation.  The  civilian  payroll  offices’s  certification 
shall  be  completed  and  all  copies  of  the  SF  2821 
returned  to  the  civilian  personnel  office  within 
24  hours  after  receipt  by  the  civilian  payroll 
office. 

B.  For  civilian  personnel  offices  koo- 
irranhicallv  separated  from  civilian  payroll 
offices.  The  civilian  personnel  office  completes 
and  mails  the  SF  2821,  upon  notification  of  death 
of  the  employee,  to  the  civilian  payroll  office  for 
certification.  The  civilian  payroll  office's  certifi¬ 
cation  shall  lx?  completed  within  24  hours  after 
receipt  by  the  civilian  payroll  office.  The  civilian 
payroll  office  shall  express-mail  all  copies  of  the 
SF  2821  buck  to  the  civilian  personnel  office. 

0706  liXPFRTS  AND  CONSULTANTS 

070601.  General.  Fl’M  Chapter  .8(14  (refea-nce 
(am))  pa'seribes  the  conditions  governing  em¬ 
ployment  of  exi'erts  and  consultants.  The  civil¬ 
ian  payroll  office  pays  experts  and  consultants 
based  on  tlie  SI'  .81)  data  received  faun  the  civil¬ 
ian  personnel  office. 

070602.  CoiilpensJlion  to  lx?  Paid.  Iftelermina- 
tion  of  the  specific  late  lo  lx'  paid  ex|ierls  and 
consultants,  including  the  decision  lo  pay  no 
compensation,  i.'i  made  on  an  individual  case 
Ixjsis.  The  rate  for  experts  and  eonsultanis  is  not 
to  exceed  the  amount  authorized  l>y  the  statute 
under  which  the  individual's  services  an'  ob¬ 
tained.  Nonnully  comp'  iisalioti  is  equivalent  to 
salaries  in  the  GS-13  tliro  igh  GS-l.S  range.  'I'hey 
are  i?xciudcd  from  eniitieinenl  to  iiilei’im  geo¬ 
graphic  adjustment  and  locality  pay. 

070603.  Overtime  and  l.iinitalion  on  I’iiy. 
Ik'cause  experts  and  consultants  generally  are 
paid  on  a  daily  rate  basis,  they  are  not  entitled  In 
more  than  the  daily  rale  pn?.seribed  in  the  ap¬ 
pointment  diH  uments  for  each  day  of  s'  rviee 
regardless  of  the  number  of  hours  worked.  ITie 


designation  of  a  regular  tour  of  duty  in  the 
appointment  documents  dtx?s  not  necessarily 
preclude  receipt  of  compensation  at  the  agreed 
daily  rate  for  work  performed  outside  of  that 
tour  of  duty  —  for  example,  if  such  an  employee 
works  6  days  a  week,  the  6th  day  is  paid  at  the 
straight  time  rate  rather  than  the  overtime  rale. 
Experts  and  consultants  employed  on  a  daily 
basis  may  lx?  paid  the  rate  of  basic  compensation 
for  work  on  days  outside  the  prescribed  tour  of 
duty,  provided  the  compensation  within  any 
biweekly  pay  periixi  does  not  exceed  the  rale  of 
basic  pay  for  Level  V  of  tlie  Executive  Schedule 
(58  Comp.  Gen.  61)  (1978))  (reference  (p)). 

070604.  Salary  increases.  Unless  the  appoint¬ 
ment  docitni"nts  prescribe  that  (3eneral  Schedule 
increases  under  .S  U.S.C.  5305  (reference  (b)) 
automatically  apply  to  these  individuals,  and 
without  administrative  action  authorizing  a 
consequent  increase  under  .5  U.S.C.  5307  (refer¬ 
ence  (b)),  an  expert  or  coasullanl  is  not  entitled 
lo  a  pay  increase  on  the  basis  of  an  increase  in 
the  General  Schedule.  The  SF  .50  data  from  the 
civilian  personnel  uffiee  notifies  the  civilian 
payroll  office  of  the  pmper  salary  increase. 

070('05.  Holiday  Fay,  Unless  the  appointment 
doci  inenis  expre.ssly  provide  for  holiday  pay,  an 
expert  or  consultant  employed  on  a  daily  basis  is 
not  eniilled  to  compen.sulion  for  holidays  on 
which  no  work  was  peitormed  (Comp.  Gen. 
IX'cision  11-1312.59,  January  23,  19^)  (reference 
(p)).  The  SI'  50  data  from  Ihe  civilian  personnel 
office  notifies  the  civilian  payroll  office  of  Ihe 
proper  holiday  pay,  by  an  express  slalement  lhal 
the  I'lnployc'e  is  entitled  lo  holiday  pay. 

07060(1.  Offset  of  Uniformed  Services  l<eliR?d 
I’liy.  As  required  by  5  U.S.C.  5532  (reference 
(b)),  certain  fornier  meinlx?^  of  tin?  uniformed 
.services  are  suhjeci  lo  reduction  In  retired  pay  if 
employed  in  the  Federal  service  (including 
expert?;  and  coasultanl.s).  The  employing  .ae'ivity 
is  responsible  for  notifying  the  appropriate  DFAS 
Center  wliicli  detennines  the  amount  of  letireu 
pay,  if  any,  to  be  withlield  (5  C.F’.R.  550.601  -603) 
(n-ference  (1))  (FI’M  Chapter  304,  paragraph  l-6i) 
(n'ference  (am)). 

0'/0607.  Exei't^tioii  fiom  iFial  Fay  Kestriclion. 
( leoeialrj,  an  individual  is  prohibited  by  stalule 
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from  receipt  of  basic  pay  from  more  than  one 
position  for  more  than  an  aggregate  of  40  iiours 
of  work  in  one  calendar  week.  Under  one 
exception  to  this  restriction,  an  individual  is 
entitled  to  pay  for  service  on  an  intermittent 
basis  from  more  than  one  consultant  or  export 
position,  provided  the  pay  is  not  received  for  the 
same  hours  of  the  ame  day  per  5  U.S.C, 
5, '533(d)(1)  (referonee  (b)). 

070608.  Annual  and  Sick  Leavi; 

A.  An  expeit,  consultant,  or  other 
employee  who  serves  on  an  intennittent  or  other 
basis  without  a  prearranged  regular  lour  of  duty 
does  not  earn  annual  and  siek  leave  (5  U.S.C. 
630  l(2)(ii))  (reference  (b)). 

B.  An  expert,  etmsulfani,  or  other 
employee  who  serves  on  a  regularly  prescribed 
tour  of  duty,  fuil-tinie  or  part-time,  does  earn 
annual  and  sick  leave.  The  civilian  penionnel 
office  .should  determine  the  regular  tour  of  duly 
in  advance  and  .should  annotate  lb-'  appointment 
document  speeifically  to  show  whether  the 
employee  earns  leave  (.IS  Comp,  Gen.  167  (1678)) 
(reference  (p))  and  (.3  C.b'.R.  6,30)  (lefereiice  (I)). 
The  accrual  rale  is  the  same  as  for  other  full-time 
and  part-  time  Federal  employees  as  di-^cussed  in 
5  C.F.R.  630  (reference  (I)). 

070609.  Retirement,  Fife  Insurance,  and  Health 
Benefits.  An  (!xpert,  con.sultant,  or  other  cm  sloy- 
ee  whose  service  is  intennittent  or  temporary  for 
1  year  or  le,ss  hi  not  covered  under  the  rotiroment 
systems  and  is  ineligible  lor  life  insurance  and 
liealth  benefits.  Mowever,  if  an  einployie  cur- 
miitly  coveivd  by  n'fireinent,  life  insurance,  or 
health  benefits  is  appointed  as  an  inlermilient  or 
lempoMry  (full-time  or  part-time)  expert  or 
consultant  without  a  break  m  service  or  after  a 
separation  from  the  service  of  3  days  or  les.':, 
coverage  is  continued.  To  continue  life  insur¬ 
ance  covcragi’  for  an  intermitUrn!  employee, 
there  must  ix'  an  expectation  that  the  eniplovee 
will  return  to  the  previous  position  on  a  full-time 
basis. 

07t)7  LFGALTY  INCOMI’FIHNT  flMPLOY- 
Fi-S 


070701.  General.  The  civilian  personnel  office 
notifies  the  civilian  payroll  office  in  writing 
when  an  employee  is  found  to  be  legally  incom¬ 
petent.  The  civilian  personnel  office  also  sends 
the  civilian  payroll  office  the  SF  50  data  that 
.shoe's  the  employee's  .separation  because  of 
meiital  incompetence.  The  employee  may  also 
be  on  an  extended  leave  of  absence  of  which  the 
civilian  personnel  office  must  inform  the  civilian 
payroll  office.  The  civilian  payroll  office  makes 
no  payments  to  the  employee  once  it  has  been 
informed  that  the  employee  is  declarod  legally 
incompetent.  A  claim  must  b<!  filed  on  the 
employee's  behalf  before  the  pay  account  can  be 
.settled.  No  specific  form  is  required  to  file  a 
claim  for  amounts  due  mentally  incompetent 
employees  or  former  employee.';.  The  claim  must 
Ih!  filed  in  writing  over  the  sigiuituro  of  the 
person  cl  im  'g  on  belwlf  of  the  incompet'.'nt,  if 
the  claim  is  from  other  than  a  guardian  or 
committee,  the  Office  of  General  Coun.sel  should 
bi‘  consulted  prior  to  making  payment. 

A.  Guardian  or  Comioitlee.  The 
initial  claim  filed  by  llie  guardian  or  committee 
of  the  estate  of  a  legally  incompetent  mnployee 
must  be  accompanied  by  a  certificate  of  the  court 
.showing  the  appointment  and  qualification  of 
the  claimant  as  guardian  or  committee.  After  the 
fiist  payment  has  been  made,  subsequent  recur 
ring  payments  may  lx-  made  to  tlie  same  payee 
without  further  claim  as  long  uf  the  .'p|>ointnienl 
as  guardian  or  commi'lee  romains  in  effect  and 
tlie  matter  is  otherwise  froe  from  doubt.  Subse¬ 
quent  payment  vouchers  will  indudi-  a  citation 
to  the  voucher  upon  wlncli  the  initial  claim  was 
paid. 

B.  Ollier  Ihar,  Giianlian  or  Commit¬ 
tee,  If  a  guardian  or  coinmiltee  has  not  been  or 
will  not  lx;  appointed,  the  initial  claim  must  Ix' 
supported  by  u  swon.  statement  sliowhig: 

1.  I  he  duiii.aiii's  reiuiioiLship  to 
the  legally  incompetent  employei',  if  any; 

2,  The  name  and  addnrss  of  the 
person  having  care  and  custody  of  the  legally 
incompetent  i  mployee; 
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3.  That  any  amount  paid  to  the 
claimant  shall  be  applied  oniy  to  the  use  and 
benefit  of  the  legally  incompetent  employee; 


2.  Enter  the  following  on  the 
payroll  voucher  (such  as  the  DD  Form  592, 
under  "OTHER"): 


4.  That  the  appointment  of  a 
guardian  or  committee  is  not  contemplated. 

070702.  Claim  Action.  Upon  receipt  of  a  claim, 
consider  the  proposed  date  of  separation  to 
determine  whellier  compensation  is  due  current¬ 
ly  or  a  payroll  voucher  for  final  settlement 
should  be  processed.  To  avoid  invalid  payments 
when  the  employee  is  earned  on  extended  paid 
leave,  the  civilian  personnel  office  will  monitor 
the  case  for  any  changes  in  the  employees  condi¬ 
tion,  and  advises  the  civilian  payroll  office 
immediately.  File  the  claim  in  the  employee's 
file  of  documents. 


070703.  Processing  Claims.  The  civilian  payroll 
office  may  pay  claims  for  unpaid  amounts  due 
legally  incompetent  employees  unless  it  doubts 
the  amount  or  validity  of  the  claim  or  it  doubts 
the  claimant's  proper  entitlement  to  the  payment. 


A.  Any  unclaimed,  undelivered,  or 
uncashed  salary  checks  drawn  in  favor  of  the 
employee  are  to  lx-  returned  to  the  disbursing 
officer  for  cancellation  and  credit  to  the  appro¬ 
priation  or  fund  originally  charged. 


II.  The  net  amount  of  any  returned 
dieck  is  to  be  po.sled  to  tile  pay  ri'cord.  Adjust¬ 
ment  of  the  itenvi  originally  deducted  fmin  the 
gross  pay  is  not  requin'd  if  the  proceeds  of  the 
check  are  due  the  employee.  If  the  proceeds  of 
the  check  are  not  du>-,  pivpare  an  SF’  IIWK, 
''Schi:dule  of  Canceled  or  LInileliv.'n'd  (!hecks," 
to  cancel  the  check  and  ineke  propei'  adjusting 
entries  for  the  deductions  from  gross  pay. 


a.  "Mentally  incompetent 
Employee."  In  addition,  enter  the  name  of  the 
proper  claimant  and  capacity  in  which  serving, 
followed  by  the  name  and  GSN  of  the  mentally 
incompetent  employee. 

b.  Citation  of  the  designat¬ 
ed  deposit  fund  account. 


ant. 


c.  Amount  due  the  claim¬ 


3.  On  receipt  of  a  properly 
executed  claim  and/or  court  certificate,  prepare 
an  SF'  1049  to  effect  the  dLsbursement  of  the 
funds  from  the  deposit  fund  account  designated 
on  tlie  payroll  voucher  to  the  claimant.  The 
claimant's  name  and  address  appear  on  tlie 
voucher  along  with  tlie  employee's  name  and 
SSN,  and  the  pay  period.  The  voucher  is  for¬ 
warded  to  the  disbursing  officer  for  payment. 

4,  I-orwaixi  a  copy  of  the  pro¬ 
cessed  voucher  to  tlie  claimant.  A  copy  should 
also  Ik'  filed  in  tlie  employee's  file. 

Include  in  the  finai  payment 
any  lump-sum  payment  for  annual  leave,  refund 
of  bond  balances,  and  any  other  salai^  amount 
to  which  the  employee  is  entitled. 

6.  RecunJ  in  the  paynill  records 
the  official  dale  that  the  employee  is  declamd 
legally  ineompetenl.  Also,  the  name  and  addnw.'i 
of  the  claitnaiil  shall  U;  recorded  in  the  payroll 
nrcords. 


C.  Compute  tile  amount  to  Ix'  paid  to 
the  claimant.  Trocess  any  further  payments  due 
the  employee  each  pay  period  in  the  regular 
payroll  cycle;  for  example,  paymenis  due  wlien 
the  employee  is  carried  on  sick  leave, 

1.  I’mpare  a  statement  for  all 
arrears  of  pay  due.  Include  the  net  amount  of 
any  uncashed  checks  if  the  proceeds  are  due. 


1171)71)4.  rmcessiinr  l^iubtful  Claims  for  GAO 
Certificulion.  LXiubtful  claims  shall  he  submitted 
to  CAO  following  tie  pmcedures  outlined  in 
section  0604, 

A.  Pivpare  the  voucher  fur  the  net 
amount  due  a  mentally  incompetent  employee 
per  paragraph  070703.  This  voucher  (along  witli 
the  requimd  number  of  eopie.s)  is  sent  to  GAO, 
After  (dAO  certifies  the  voucher,  it  will  be  re- 
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turned  to  the  submitting  DFAS  Center  for  pay¬ 
ment. 

B.  Enter  "Local  Payment  After  GAO 
Certification"  on  the  face  of  the  voucher.  GAO 
adds  the  name  and  legal  capacity  of  the  claimant 
on  the  voucher. 

C.  Certify  the  voucher  and  attach  the 
following; 

1.  Claimant's  legal  authoriza¬ 
tion,  including  any  certificate  of  the  court  show¬ 
ing  appointment  and  qualificatioas  of  the  claim¬ 
ant. 

2.  Claim  from  the  claimant  (such 
a.s  letter  from  the  guardian,  administrator,  etc.) 

3.  Statement  of  the  doubtful 
aspects  and  the  reason  the  civilian  payroll  office 
recommend.s  referral  of  the  claim  to  GAO. 

4.  Certificate  stating  that  the 
claim  has  not  been  and  will  not  be  paid  until 
certified  in  the  name  of  the  Comptroller  General. 

D.  Retain  a  copy  of  the  voucher  and 
supporting  documents  in  the  employee's  file. 

0708  MISSING  PERSONS,  CAPTURED  OK 
INTERNED 

070801.  General.  Civilian  personnel  who  are 
officially  determined  to  be  missing  are  entitled  to 
continued  pay  and  allotments  from  their  pay 
under  the  Missing  Persons  Act  (S  U..S.C.  .S.Kil- 
.‘5568)  (n’ference  (b))  and  tin-  'I'errorisin  Compeii- 
.sation  Act  (.5  U.S.C.  5569)  (refenmee  (b)).  Miss¬ 
ing  status  includes  peisons; 

A.  Missing; 

B.  Missing-in-action; 

C.  Interned  in  a  foreign  country; 

D.  Captured,  iK'leaguered,  or  Ix'- 
sieged  by  d  hostile  force; 

E.  Detained  in  a  foivign  eountry 
against  the  employee's  will. 
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070802.  Actions  by  the  Civilian  Payroll  Office. 

A.  Upon  receipt  of  an  official  deter¬ 
mination  that  a  civilian  employee  is  in  a  missing 
.statu.s,  return  any  unclaimed  ir  uncashed  checks 
to  the  disbursing  area. 

B.  The  civilian  payroli  office  retains 
responsibility  for  the  employee's  pay,  leave  and 
retirement  records. 

C.  The  initiation,  continuance,  discon¬ 
tinuance,  increa.se,  decrease,  suspension,  or 
resumption  of  an  allolment  from  the  pay  and 
allowances  of  an  employee  in  a  missing  status,  is 
authorized  when  that  action  is  in  the  interests  of 
the  employee,  the  dependents,  or  the  United 
Slates  (5  U.S.C.  5563)  (reference  (b)).  Such  allot¬ 
ments  shall  comply  with  section  0414. 

1.  Allolmenis  authorized  by  an 
employee  iK'fore  the  missing  status  began  are 
normally  continued  for  the  period  of  absence. 

2.  Tile  missing  employee's 
dependents  may  receive  an  allotment  of  the 
employee's  pay.  Dependent  payments  eannol 
exceed  the  employee's  net  pay  However,  the 
needs  of  the  dependents,  the  number  of  depen¬ 
dents  and  their  reielionship  ‘o  the  employee 
should  be  considered  when  delermining  the 
payment  amount.  If  possible,  resei-ve  a  rea.son- 
able  amount  each  pay  period  to  eiisuri'  that  the 
employee  will  hav('  funds  available  upon  return. 

D.  'I he  pay  and  allowances  of  a 
mi.ssing  eniployis"  in  a  euplive  status  may  lie 
allolt<’d  to  an  inten’st  iH’jrin)’,  savings  fund 
established  by  the  Sieii-tary  of  the  Treasury  (5 
U.S.C.  5509)  (ndemnee  (b)),  Caplivi*  status 
means  a  mi.ssing  status  wliieh,  as  determined  by 
the  I'residc’nt,  arises  because  of  a  hostile  action 
and  is  a  result  of  lhr>  individual's  relationship 
with  the  Coyerom.ent.  .A!!  or  any  poi'ti(in  of  the 
employee's  pay  and  allowances  may  be  allotted 
to  the  extent  that  such  pay  and  allowances  are 
not  subject  to  an  ullolnient  under  5  U.S.C.  5.‘)63 
(refen'iice  (b))  as  outlined  in  paragraph  ()7()8()2,C’. 

E.  Maintain  tlie  pay  aeeouni  on  a 
pay-period  basis.  Include  normal  deductions  for 
retin'inent,  ITCPA,  Federal  and  Slate  inconn'  tax 
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withholding,  FEHB,  FEGLI,  and  savings  bond 
deductions  in  the  totals  for  the  regular  payroll 
voucher.  Schedule  savings  bonds  for  issuance 
when  the  full  purchase  price  has  been  deducted 
on  the  individual  pay  record.  Savings  bonds  arc 
mailed  to  the  peison(s)  in  •.■•hose  name(s)  the 
bonds  are  registered.  If  not  mailable,  they  are 
kept  in  safekeeping  at  the  DFAS  Center. 

F.  Establish  a  special  leave  account  to 
restore  any  annual  leave  forfeited  by  an  employ¬ 
ee  while  in  a  missing  status  after  January  1, 1%5. 

070803.  Termination  of  Absence.  Do  not  sepa¬ 
rate  employees  while  they  are  entitled  to  pay 
and  allowances  under  the  Missing  Persons  Ac!  (5 
U.S.C.  55()1 -.5.5(18)  (reference  (b)). 

A.  When  an  employee  returns  fmm  a 
missing  status,  the  civilian  payroll  office  prompt¬ 
ly  vouchers  the  balance  withheld  fmm  the 
employee  and  furnishes  a  resume  of  allotments 
started  and  paid  in  the  employee's  absence. 
Charge  the  accounting  classification  that  was 
current  when  the  pay  accrued.  The  emjiloyee 
initiates  any  allotment  discontinuances  or  change 
documents  for  any  allotments  which  may  have 
l>een  started  or  changed  during  the  absence.  'I'he 
civilian  payroll  office  pays  future  salaries  using 
normal  payroll  pmeedurr's. 

B.  When  the  employee  returns  from 
missing  status,  furnish  a  statement  of  the  speeial 
leave  account  balance  to  the  employee's  civilian 
personnel  office.  1  he  employee  elects  in  writing 
whether  payment  or  credit  for  the  leave  is  de¬ 
sired.  If  payment  is  retjuested,  make  the  pay¬ 
ment  at  the  employee's  rate  of  pay  in  effect 
when  the  leave  was  forfeited. 

C.  Upon  receipt  of  official  notice  of 
the  employei?'s  death  or  presumed  death,  take 
actions  outlined  in  section  1)70.5. 

D.  Charge  the  pay  adjustment  or  final 
settlement,  including  local  allotment  pa''menls  to 
dependents,  to  the  appropriated  fund  account 
which  bore  the  employee's  salary. 

07()y  EMPI.OYEE.S  TRANSFERKITT  TO 
INTEKNATIONAl.  ORGANIZATIONS 


070901,  General.  Under  5  C.F.R.  352.301- 
352.314  (reference  (I)),  an  employee  who  trans¬ 
fers  to  an  international  organization  (lO)  may 
elect  to  keep  coverage  for  CSR.5,  FEGLI,  and 
FEHB.  Refer  to  subparagraphs  070901. A.  and 
070901. B.  for  TSF  contributioas.  'the  employee 
is  required  to  dope  sit  the  amount  of  the  employ¬ 
ee  payments  for  these  programs  with  the  civilian 
payroll  oftice.  Employer  contributions  for  retire¬ 
ment,  iiLsurance,  and  health  benefits  coverage  arc 
paid  by  the  employee's  employing  activity.  The 
civilian  personnel  office  notifies  the  civilian 
payroll  office  in  writing  when  a  transferred 
employee  wishes  Jo  keep  any  me  or  all  of  these 
benefits. 

A.  CSRS  and  C5RS-Offset  employees 
who  transfer  to  an  10  can  continue  their  CSRS 
retirement  coverage.  (Note;  the  CSRS-Offset  em¬ 
ployee  reverts  to  full  CSRS  coverage  during  the 
transfer  to  the  lO.)  If  an  employee  transferred 
prior  to  October  1,  1988,  he  or  she  can  contribute 
to  the  TSP.  if  an  employee  Iraasferred  on  or 
after  October  1,  1988,  he  or  she  cannot  contribute 
to  the  TSF  (5  U.S.C.  8347(i)))  (reference  (b)). 

B.  FER5  employ.'es  who  transfer  to 
an  lO  are  eligible  to  continue  their  retirement 
coverage  under  special  procedures  if  they  contin¬ 
ue  Social  Security  coverage  (the  CSRS  and  FEKS 
Handbook  for  Fersonnel  and  I’uyroll  Offiee.s, 
Chapter  12)  (reference  (ac)).  Since  such  employ¬ 
ees  are  covered  by  FEliJS,  lliey  can  contribute  to 
the  TSP. 


070902.  Computation  of 


A.  Compute  amounts  for  retirement 
and  FEGLI  on  tlie  rate  of  basic  eompeasatioii  tlie 
employei-  was  ixreeiving  at  the  time  of  transfer. 
If  the.'.e  amounts  are  changird  hy  law  or  regula¬ 
tions  wliile  an  employee  is  serving  with  an  lO, 
recompute  the  amounts  based  on  notification 


employee  and  tlie  1(1  (if  applicable)  of  tlie  effec¬ 


tive  date  and  new  amount. 


B.  Compute  FEHB  on  the  cost  of  tlie 
plan  of  the  employee's  choice.  If  the  enrollment 
cost  changes  while  the  employee  is  serving  with 
an  10,  a'compute  the  amount  based  on  notifica¬ 
tion  from  the  civilian  personnel  office  and  notify 
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the  employee  and  the  10  (if  applicable)  of  the 
effective  dale  and  new  amount. 

C.  When  the  SF  50  data  is  received 
showing  a  step  inciease,  or  general  pay  increase, 
mcompute  the  amounts  due  under  subparagraph 
()7()902.A. 

1)70903.  Time  of  Pavmeiiis.  The  civilian  person¬ 
nel  office  advises  transferred  employees  to  make 
payments  promptly  for  each  pay  period.  How¬ 
ever,  payments  are  considered  current  if  received 
within  3  months  after  the  end  of  the  pay  period 
covered  by  the  payment  (5  C.F.R.  352.309(';)) 
(mference  (I)).  The  civilian  payroll  office  advises 
the  civilian  personnel  office  (and  carrier  tor 
FEHB)  of  any  delayed  payments.  Failure  to 
deposit  payments  on  time  ends  the  employee's 
coverage. 

071)904.  Acct)untine  for  Payments.  A  DD  Form 
1131,  "Cush  Collection  Voucher,"  is  used  to 
depttsit,  into  a  deposit  fund  established  for  such 
purposes,  amounts  received  either  from  the 
individual  or  the  employing  organization,  An  SF 
1081,  "Voucher  and  Schedule  of  Withdrawals 
and  Credits,"  is  used  to  transfer  the  employer's 
contribution,  if  requirnd,  from  the  appropriation 
which  would  have  been  charged  for  the  employ¬ 
ee's  pay  to  the  proper  deposit  fund  account. 
Total  amounts  (employee  payments  and  contri 
butions)  am  included  on  the  current  SF  2812,  or 
prepare  supplementals,  to  make  the  total  pay¬ 
ment  to  0PM.  The  employee's  SF  2806/3100  is 
posted  with  the  total  attnual  retirement  costs 
paid  by  the  employee.  The  employee's  status  i.s 
shown  in  the  Remarlcs  section.  An  SF  2806/3100 
is  ki'pt  for  the  entire  term  of  employment  by  the 
lO,  unle.ss  OPM  asks  for  it. 

070905.  Leave  Account.  Employees  who  are 
transferred  to  an  10  may  elect  to  receive  pay¬ 
ment  for  accumulated  annual  leave  or  have  it 
n.'inain  h)  their  credit  until  they  return  to  Federal 
employment  Employees  may  also  request 
payment  at  any  time  before  reemployment,  The 
civilian  personnel  office  sets  the  dale  of  separa¬ 
tion  to  allow  emph)yees  to  use  all  accumulated 
annual  leave  that  might  otherwise  be  forfeited. 
Tlie  civilian  payroll  office  prepares  and  delivers 
an  extra  cxipy  of  the  SF  1150  to  the  employee. 
Upon  nremployment,  the  civilian  payroll  office 


usc-s  a  copy  of  the  SF  1150  to  recredit  sick  leave 
and  annual  leave,  if  applicable.  If  the  employee 
accepts  a  lump-sum  payment  and  is  reemploycd 
witliin  6  months  after  transfer  to  the  10,  the 
employee  must  refund  the  amount  of  the  lump¬ 
sum  (FPM  Chapter  353,  paragraph  3-4b)  (refer¬ 
ence  (am)). 

070906.  Equalization  Allov;ann>s.  Section 
3582(b)  of  5  U.S.C.  (reference  (b))  authorizes 
employees  transferred  to  an  lO  the  payment, 
upon  reemployment,  of  an  equalization  allow¬ 
ance  if  the  10  pay  and  other  monetary  allowanc¬ 
es  are  less  than  the  employees  would  have 
received  had  they  been  detailed  from  their 
Federal  jobs  (5  U.S.C.  3343)  (referenee  (b)).  For 
conditions  of  entitlement,  see  5  C.F.R.  352,310 
(referenee  (1)). 

A.  The  equalization  allowani'e  applies 
to  employment  with  an  10  which  occurs  after 
Decenilier  29,  1969. 

B.  Employees  transferred  to  an  10  are 
entitled  U)  be  paid  an  amount  equal  to  Ihe 
difference  between  the  pay,  allowances,  post 
differential,  and  other  inonelary  benefits  paid  by 
the  10  and  the  pay,  allowance.s,  post  differential, 
and  other  mt)netdry  benefits  tltal  would  have 
been  paid  by  the  Federal  employer  had  the 
employees  Ix-’cn  detailed  to  Ihe  10  under  5 
U.S.C.  3343  (reference  (b)): 

1.  On  reeiiiployment,  or 

2.  On  death,  if  it  oeeuts  while 
tnnsferr'd  to,  or  during  Ihe  period  after  separa¬ 
tion  from,  an  lO  when  the  employees  are  exerci.'^- 
ing,  or  could  exercise,  their  reemployment  right.s, 
or 

3.  If  the  employec.s  caimot 
exercise  their  reemployment  rights  becau.se  of  a 
disability  incurred  while  transferred  to  an  lO. 

C.  To  determine  the  diffenmee,  tlie 
Secretary  of  State  detines  pay  for  the  Federal 
Govemmimt  as  the  amount  paid  an  employee 
after  deductions  of  Federal,  State,  and  local  taxes 
(5  C.F.R.  352, 310(a)(1))  (reference  (1)).  Pay  for 
lOs  following  the  Common  .System  of  Salaries 
and  Allowances  of  tlie  United  Nations  and 
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Specialized  Agencies  is  the  amount  paid  an 
employee  after  deduction  of  the  staff  assessment. 
Pay  for  other  lOs  is  the  tax-free  pay  plus  a  pro 
ralo  amount  equal  to  the  corresponding  United 
rNulions  staff  assessment.  In  cases  when  pay  is 
subject  to  Federal,  State,  and  local  taxes,  this  is 
the  pay  before  deduction  of  the  taxes. 

D.  Allowances,  post  differential,  and 
other  monetary  benefits  are  defined  by  the 
Secretary  of  State  as  follows: 

1.  Federal  Government.  The 
amount  that  would  have  been  paid  under  5 
U.S.C.  S921-.W25  (reference  (b)),  applicable  provi¬ 
sions  of  Chapters  1(X),  200,  and  MO  of  the  DSSR 
(refemnee  (t)) ,  and  implementing  agency  regula¬ 
tions  had  the  employees  been  detailed  to  an  10 
under  5  U.S.C.  3343  (reference  (b)). 

2.  10s  Following  the  Common 
System  of  Salaries  and  Allowances  of  tne  United 
Nations  and  Specialized  Agencies.  The  amount 
paid  under  pertinent  provisions  of  the  Staff 
Regulations  and  Rules  of  the  United  Nations  and 
Specialized  Agencies. 

3.  Otlier  lOs  Not  Under  tire 
Common  System  of  Salaries  and  Allowances  of 
tile  United  Nations  and  Specialized  Agencies. 
1  he  amount  paid  under  pertinent  conditions  of 
service  applied  hy  the  organiz.ations  as  deter¬ 
mined  to  be  appropriate  by  the  releasing  agency 
with  the  concurnmee  of  tlie  Secretary  of  Stale. 

E.  Travel  and  subsistenei'  I'xpenses, 
Iransi'ortation  of  effects,  and  leave  are  not  con¬ 
sidered  monetaiy  benefits  for  equalization  allow¬ 
ance. 

F'.  In  exceptional  drcumstance.s  wl\en 
a  hardsliip  or  an  inequity  would  otherwise 
occur,  the  Secretaiy  of  Stale,  on  the  n:coinmen- 
dation  of  the  head  of  tlie  agency,  may  specify 
allowariCes  or  Other  monetary  benefiti  instead  of, 
or  in  addition  to,  those  specified  alxwe. 

C.  'I'he  payment  of  equalization 
allowance  is  chargeable  to  the  appropriation 
current  at  the  time  of  disbursenieni  and  is  sub¬ 
ject  to  Federal  and  State  income  lax  deductions. 


0710  EMPLOYEES  TRANSFERRED  TO 
STATE,  LOCAL,  OR  INDIAN  TRIBAL  GOV¬ 
ERNMENTS  OR  TO  INSTITUTIONS  OF  HIGH¬ 
ER  EDUCATION  AND  OTHER  ELIGIDLE 
ORGANIZATIONS 

071001.  General.  Part  340  of  5  C.F.R.  (reference 
(1))  contain  information  regarding  temporary 
assignment  of  employees  between  executive 
agencies  and  States,  R  eal  governments,  Indian 
Tribal  GovemmenLs,  institutions  of  higher  educa¬ 
tion,  and  other  eligible  organizatioas.  An 
employee's  pay  and  leave  provisions  are  in  the 
employee's  assignment  aga-ements.  If  procedur¬ 
al  problems  arise  in  complying  with  the  assign¬ 
ment  agreements,  contact  the  civilian  personnel 
office. 

0711  EMPLOYEES  WHOSE  WHERE¬ 
ABOUTS  ARE  UNKNOWN 

071101.  General.  In  the  event  an  employee's 
whematHiuts  is  unknown  and  payment  cannot  be 
made  to  the  employee,  the  amount  slumlJ  be 
transfermd  to  a  suspen.se  account.  If  the  money 
is  still  unclaimed  after  1  year,  traasfer  tlie 
amount  to  the  deposit  fund  account  20X6133 
(Payment  of  Unclaimed  Monie.s). 

0712  AIR  TRAFFIC  CONTKOL),ERS 

071201.  Retirement.  Air  traffic  controllers  have 
a  unique  retirement  deduction  percentage  for 
CSRS  and  FERS  employees.  These  rates  are 
published  by  0PM  (the  CSRS  and  FERS  Hand- 
Ixiok  for  Personnel  and  Payroll  Offices,  Chapters 
30  and  46)  (reference  (ac)). 

071202.  Leave.  Leave  accruals  ate  based  on 
guidelines  published  in  5  C.F.R,  I’ail  630  (refer¬ 
ence  (1)). 

071203.  Overtime  Compulaliun.  Isir  an  em¬ 
ployee  who  occupies  a  non-managerial  position, 
the  overtime  rate  of  nay  is  an  amount  equal  to 
one  and  one-half  times  the  htturly  rale  of  basic 
pay  of  the  employee.  The  entire  amount  is 
ctmsidered  pivmium  pay.  To  be  eligible  for  such 
pay,  the  duties  of  a  nttn-manager's  position  must 
bit  critical  to  the  immediate  daily  operation  of 
the  air  traffic  control  i.ystem,  directly  affect 
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aviation  safety,  and  involve  physical  or  mental 
strain  or  hardship. 


0713  PERSONNEL  ON  LONG  TERM  FULL¬ 
TIME  TRAINING 

071301.  General.  Long  term  full-time  training 
is  defined  as  a  training  period  of  120  consecutive 
workdays  or  more  (5  U.S.C.  Chapter  41)  (refer¬ 
ence  (b))  (5  C.F.R.  Part  410)  (reference  (1)).  Em¬ 
ployees  on  long  term  full-time  training  arc 
authorized  payment  of  salary. 

071302.  Iu3ave.  Leave  is  reported  via  the  time 
and  attendance  reporting  mechanism  and  is 
administered  as  follows; 

A.  Annual  Leave.  Personnel  on  long 
term  full-time  training  siiall  continue  to  accrue 
annual  leave.  Ordinarily,  an  employee  will  be 
charged  with  annual  leave  during  school  vaca¬ 
tion  periods  which  fall  on  Government  work¬ 
days,  unless  he  or  she  returns  to  the  work  site  or 
has  made  documented  arrangements  with  nis  or 
her  E)oD  point  of  contact  to  be  actively  involved 
in  academic  work.  These  documented  arrange¬ 
ments  should  be  accomplished  well  in  advance 
of  the  vacation  periods.  Annual  leave  charges 
are  reported  to  the  civilian  payroll  office  on  the 
employee's  time  and  attendance  report. 

*  B.  Sick  Leave.  Personnel  on  long 

term  full-time  training  shall  continue  to  accrue 
sick  leave.  Sick  leave  should  be  chaiged  w'hen 
the  person  is  unable  to  attend  classes  due  to 
illness,  Such  .sick  leave  charges  are  reported  to 
the  civilian  payroll  office  on  the  employee's  time 
and  attendance  report. 

0714  EMERGENCY  MEDICAL  TECHNI¬ 
CIANS  fEMTl 

071401.  Tour  of  Duty.  EXfls  work  a  special 
tour  of  duty  of  24  hours  on  and  48  hours  off. 
Schedules  and  changes  to  tours  of  duty  for  EMTs 
working  irregular  tours  must  be  on  file  in  the 
employing  activity/timekeeper  site.  Eating  and 
slct’ping  time  must  also  be  documented.  The 
houfjy  rate  is  multiplied  by  40  hours,  and  the 
ba.se  pay  and  premium  pay  is  based  on  this 
weekly  rate  regardless  of  the  hours  in  the  sched¬ 
uled  tour  of  duty  for  that  week. 


071402.  Eating  and  Sleeping.  Adequate  sleep¬ 
ing  facilities  must  be  provided  for  employees  in 
order  to  exclude  sleep  time  in  calculating  pay 
entitiement.s.  If  an  employee  cannot  get  an 
aggregate  of  5  hours  of  sleep  because  of  employ¬ 
ing  activity-initiated  interruption,  the  entire  sleep 
period  is  considered  actual  work  time.  For  all  24 
hour  shifts,  the  two-thirds  rule  shall  apply.  This 
moans  that  unless  actual  eating  and  sleeping 
time  of  less  than  8  hours  is  documented  on  the 
employee’s  time  and  attendance  report,  8  hours 
shall  be  deducted  from  scheduled  hours  to 
determine  actual  hours  worked.  When  an 
employee  takes  24  hours  of  leave,  8  hours  of 
eating  and  sleeping  time  for  that  employee  are 
deducted  from  actual  hours  of  work  under 
FLSA.  Ealing  and  sleeping  time  for  days  of 
partial  leave  must  be  dixruinented  on  the  time 
and  attendance  report  so  that  actual  hours  of 
work  are  shown.  Eating  and  sleeping  time 
scheduled  during  leave  periods  shall  be  added  to 
total  eating  and  sleeping  time  so  tliat  total  hours 
of  actual  work  and  total  hours  of  eating  and 
sleeping  time  will  be  shown.  If  an  employee 
works  an  additional  24-hour  overtime  shift,  8 
hours  of  eating  ,id  sleeping  time  are  deducted 
unless  otherwise  documented  as  worked.  If  the 
overtime  shift  is  less  than  24  hours,  no  eating 
and  sleeping  lime  is  deducted. 

071403.  Leave  and  Overtime.  If  leave  is  taken 
during  a  workweek,  leave  hours  arc  included  a.s 
actual  hours  worked  under  FLSA.  However, 
actual  hours  shall  not  include  scheduled  eating 
and  sleeping  time  for  a  24-h()ur  shift  or  docu¬ 
mented  eating  and  sleeping  time  for  partial  days 
of  leave.  Overtime  computations  are  based  on 
40  hours  per  week  iastead  of  80  hours  per 
biweekly  pay  period. 

071404.  I’remium  Pay.  The  amount  of  the 
premium  pay  for  the  irregular  tour  of  duty  shall 
be  determined  by  ihe  civilian  personnel  office 
and  reported  on  the  SF  50.  EMTs  who  are 
employed  a.s  intermittents  are  not  entitled  to 
premium  pay  on  an  annual  basis,  nor  are  they 
entitled  to  paid  leave.  They  arc  paid  under 
regular  overtime  rules, 

071405.  Refer  to  FPM  Letters  551-1,  551-14, 
551-22,  and  551-24  (reference  (q))  for  further 
guidance. 
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0715  LAW  yUDGES 


071501.  Administrative  Law  fudge.s 

A.  Authority.  Under  5  U.S.C,  3105 
(reference  (b)),  the  DoD  appoints  as  many  ad¬ 
ministrative  law  judge;'-  as  are  necessary  for 
proceedings  required  to  be  conducted  in  accor¬ 
dance  with  5  U.S.C.  556  and  557  (reference  (b)). 
Administrative  law  judges  arc  a.ssigned  to  cases 
in  rotation  so  far  as  practicable.  These  employ¬ 
ees  may  not  perform  duties  inconsistent  with 
their  duties  and  responsibilities  as  administrative 
law  judges. 

B.  Pay  for  Administrative  Law  ludt;- 
Section  5372  of  5  U.S.C.  (reference  (b))  estab¬ 
lished  the  administrative  iaw  judge  pay  system. 
The  minimum  rate  for  administrative  law  judge 
positions  is  set  at  65  percent  of  Level  IV  of  the 
Executive  Schedule  and  the  maximum  rate  is  set 
at  100  percent  of  D'vel  IV  of  the  Executive 
Schedule.  The  administrative  law  judge  posi¬ 
tions  are  (lowest  to  highest)  AL-3,  Rate  A;  AL-3, 
Rate  B;  AL-3,  Rate  C;  AL-3,  Rale  D;  AL-3,  Rate  E; 
AL-,3,  Rate  F;  Al,-2;  and  Al.-l. 

071.502,  U.S.  Court  of  Military  Appeals  ludites. 
The  U.S.  Court  of  Military  Appeals  is  established 
under  Article  I  of  the  United  States  Constitution, 
and  10  U.S.C.  941  through  946  (reference  (ba)). 
The  judges  of  the  court  are  appointed  by  the 
President  of  the  United  Slates  with  the  advice 
and  consent  of  the  United  States  Senate  for  a 
term  of  15  years.  The  court  consists  of  five 
judges.  The  court  is  located  for  admiitistrative 
purjroses  in  the  DoD,  The  judges  are  empl''yees 
as  defined  under  ,5  C.F.R.  Part  213  (reference  (I)). 
They  are  not  considered  senior  officials  or  ad¬ 
ministrative  law  judges.  The  .salaries  of  the 
judges  are  equal  to  that  of  the  judges  of  the 
United  States  Courts  of  Appeals  (that  is,  General 
Schedule  Salary  Table,  Schedule  7,  Judicial 
Salaries).  The  maximum  annual  salary  is  that  of 
Level  1  of  the  Executive  Schedule. 

A.  Entitlements.  Tlie  judges  are 
entitled  to  regular  base  pay  only.  They  are 
excluded  from  the  leave  provisions  by  5  U.S.C. 
6301(2)  (reference  (b)).  As  Federal  judges  under 
5  U.S.C,  5541  (2)(i)  (reference  (b)),  they  are  also 
excluded  from  the  provisions  of  premium  pay 


under  5  U.S.C.  Chapter  55,  Subchapter  V  (refer- 
er»cc  (b)). 

B.  Deductions 

1.  Judges  under  CSRS  are  re¬ 
quired  to  contribute  8  percent  for  retirement. 
Judges  under  FERS  have  the  same  deduction  rate 
as  other  FERS  employees.  See  the  CSRS  and 
FERS  Handbook  tor  Pcrsormcl  and  Payroll 
Offices,  Chajiter  30  (reference-  (ac)). 

2.  The  FEGLI  for  the  judges  is 
based  on  Level  11  of  the  Executive  Schedule. 

3.  The  judges  arc  subject  to  the 
Social  Securily/Medicare  maximum  salary 
limitations. 

4.  Judges,  upon  becoming 
eligible  for  retirement,  may,  under  the  provisions 
of  10  U.S.C.  945(i)  (reference  (ba)),  elect  to  retire 
either  under  CSRS  or  FERS  (if  they  otherwise 
meet  the  conditions  of  those  systems)  or  to 
receive  a  retirement  annuity  under  10  U.S.C. 
Article  145  (reference  (ba)). 

0716  AUXILIARY  CHAPLAINS 

071601.  General.  Civilian  cicigy  may  be  as¬ 
signed  to  perform  essential  religious  services  of 
the  chapel  program  that  are  beyond  the  staffing 
capabilities  of  the  Amied  Forces  chaplains. 
These  auxiliary  chaplaias  normally  perform  their 
services  on  military  installations,  except  for 
emergency  ministrations.  To  serve  as  auxiliary 
chaplains,  civilian  clcigy  must  be  ordained  or 
acen-diled  by  a  faith  gix)up  the  Armed  Fr)rces 
Chaplain  Board  recognizes.  1  hey  must  nn.-et 
tlrosc  additional  qualificalioas  required  by  the 
Armed  Forces. 

071602.  Appointing  and  Paying  Auxiliary 
Chaplains 

A,  Auxiliary  chaplains  may  be  ap¬ 
pointed  by  the  civilian  personnel  office  on  a 
"when  actually  employed”  basis.  They  are  paid 
on  a  fee  basis  from  the  employing  activity's 
appropriated  funds  for  civilian  personnel  (such 
as  Operation  and  Maintenance  funds).  The 
civilian  personnel  office  may  appoint  such 
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chaplains  under  the  authority  of  5  C.F.R.  Part 
213  (reference  (I)). 

B.  Additionally,  the  installation 
contracting  office  may  obtain  auxiliary  chaplain 
services  under  non-personai  services  contracts. 
Auxiliary  chaplains  placed  on  a  non-personal 
services  contract  are  not  paid  thmugh  the  civil¬ 
ian  payroll  system.  They  arc  paid  through 
commercial  accounts. 

C.  Work  Schedules.  Auxiliary  chap- 
lairts  employed  on  u  "when  actually  employed" 
Ixisis  have  no  work  schedule.  They  arc  paid  for 
religious  services  performed. 

D.  Absence  and  Li^ave.  There  is  no 
entitlement  for  leave. 

E.  Entitlements.  Tlie  pay  scale  tor 
auxiliary  chaplains  is  determined  by  the  employ¬ 
ing  activity's  civilian  personnel  office.  Because 
chaplains  are  excluded  from  the  definition  of  a 
GS  employee  in  5  U.S.C.  .TIG?,  (reference  (b)), 
they  am  also  excluded  from  the  entitlement  to 
interim  geographic  adjustments.  Social  Securi- 
ty/Medicare  taxes  and  I'ederal  income  tax  willi- 
holding  am  made  in  accordance  with  llte  lax 
documents  filed  by  the  chaplain.  ISodal  Securi¬ 
ty/Medicare  taxes  and  I'ederjl  income  tax  witli- 

^  holding  do  not  apply  to  cliaplains  under  non 
personal  service  contracts. 
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CHAPTER  08 

UNDERPAYMENTS  AND  INDEBTEDNESS 


0801  UNDERPAYMENTS 

OSOlOl,  Salary  underpayments  to  civilian 
employees  or  former  employees  resulting  from 
errors  (such  as  in  compuliitg  the  Federal  with¬ 
holding  tax,  retirement  deductions,  StKial  Securi¬ 
ty /Medicare  tax,  rate  of  pay,  or  in  reporting  time 
and  attendance)  may  be  corrected  by  increasing 
or  decreasing  the  pay  factors  affected  on  the  first 
payroll  preparod  after  the  error  is  discoverod. 
Salary  payments  to  civilian  employees  shall  be 
made  in  accordance  with  the  time  and  atten¬ 
dance  reported  and  certified  by  the  employee's 
supervisor.  Time  and  attendance  reported  which 
is  iess  than  an  employee's  nonnal  work  schedule 
shall  be  presumed  to  accurately  o'tlecl  hours  of 
work  and  nonwork.  Employees  or  former 
employees  who  believe  they  have  not  Ix’en 
credited  with  pay  due  them  may  follow  the 
claims  procedures  |irescrilK‘d  in  section  llfit)4. 

(1801112.  Snecial  Payments.  Salary  underpay¬ 
ments  to  civilian  employees  may  be  corrocted  by 
making  special  payments  to  employees,  that  is, 
p.iymenLs  to  employees  other  than  through 
normal  payroll  processing. 

A.  Tlie  primary  guideline  lor  making 
a  special  payment  (for  an  underpayment)  is  ll\al 
the  employee  must  iiave  received  li'ss  than  ‘10 
|iertent  of  iris  or  iter  regular  biweekly  pay  and 
allowances,  .Special  payments  sliall  iv  made  for 
the  following  reasons: 

1.  Fk'neficiary  p.iymenls,  upon 

n'c|uest. 

2,  Employees  wlio  are  errone¬ 
ously  omitted  from  tin'  payroll, 

.1.  Employees  who  an’  paid  for 
less  than  90  percent  of  their  regular  biweekly 
pay  and  aiiowanees,  when  a  special  payment  is 
requested  by  the  commanding  officer/direetorof 
their  employing  activity. 


4.  Employees  who  are  placed  in 
an  LWOP  status  for  payroll  pnx;essing,  and 
subsequently  substitute  advanced  leave,  annual 
orsicK  and/or  donated  leave  upon  certification. 
The  commanding  officer/director,  after  review¬ 
ing  each  case  for  hardship,  may  reque.st  a  special 
payment  for  employees  provided  tlu’  90  percent 
guideline  has  bwm  met. 

B.  Requests  for  partial  payment  of 
salary  before  the  regular  payday  shall  nol  lx.' 
honored. 

C.  Special  payments  ior  overtime 
worked  but  not  leporled  and,  Iherefore,  nol  paid 
in  the  corresponding  pay  period  shall  nol  Ix' 
allowed. 

D.  Employi:es  shall  receive  payment 
depending  upon  Hie  normal  distribution  of  their 
nel  pay.  An  EFT  submission  shall  be  sent  to  the 
employee's  financial  inslitulion  or  a  hard  copy 
check  shall  lx*  expre.ss  mailed  lo  Ihc  employee  al 
his  or  her  addrc.ss  of  record,  rayment  shall  be 
released  by  the  close  of  business  the  following 
work  day  after  the  documentation  required  to 
subslanliate  payment  lias  been  receive’d  by  the 
civilian  payroll  olfice.  I’aymenis  to  I'eneficiaries 
sliall  In’  made  via  liard  copy  clieck  and  mailed  to 
Hie  address  of  record.  I'lie  following  dixuineii- 
latioii  is  required  to  sulistanliale  payment: 

1.  Ik’iieticiaries  may  request  a 
speeia'  payment  liy  sending  a  letter,  lo  the 
civilian  payroll  office,  .slating  lliat  payment  is 
needed  lo  defray  expenses.  Hie  special  payment 
sliall  be  is.sued  providing  llie  civilian  payroll 
office  has  received  all  tlie  documentation  to 
support  the  claim  from  the  civilian  penioniiel 
olficc.  Tlie  civilian  payroll  office  forwards  a 
payment  vouclierand  Ixmeficiary  s  request  to  the 
disluir.siii)'  olfice  for  payment. 

2.  For  an  individual  erroneously 
oinitled  from  Hie  payroll,  an  SF  fit)  verifying  Hie 
individu.d's  employmenl  and  Hie  supervisor's 
reciuesl,  certifying  the  number  of  lun  c.  tlie 
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employee  worked  together  with  source  docu¬ 
ments  to  support  deductions,  are  needed  to 
.support  payment, 

3.  For  employees  paid  for  less 
than  90  percent  of  their  regular  biweekly  pay 
and  allowances,  a  copy  of  the  time  and  atten¬ 
dance  report  or  corrected  time  and  attendance 
mport,  and  a  request  by  the  commanding  offi- 
cer/din>ctor  are  required  to  support  payments. 

4.  F'or  employees  placed  ir  a 
LWOr  status  and  who  meet  the  primary  90 
p(!o:ent  guideline,  time  and  attendance  certifiers 
will  provide  corrected  lime  and  attendance 
mports  and  the  commanding  officer's  request  to 
the  civilian  payroll  office  to  supporl  payments. 

li,  DFAS  civilian  payroll  offices  sliali 
use  DD  Fonn  .‘i92  as  a  gross-lo-ne(  voucher  for 
special  payments, 

I''.  Compululion  of  Special  I’aymeiils. 
Special  jiayments  .shall  be  compute  d  using  tlie 
)'ross-lo-net  method.  Cross-to-net  p.tyinenl.s 
n'pre.senl  tlie  gntss  enlilleiiieiit.s  due  llie  empleiy- 
ee  less  any  ivquiix'd  deductions  and  williiiold 
ing.s.  l\'duclion.s  and  witlilioldings  may  lie  for 
retiivmenl  (CSKSand  I'FUS);  Social  Security  and 
Medii'im.';  Isideral  tax;  lieallli  iHinefils  premiums; 
gniup  life  insurance  pi'eniiuinf;  (basic  and  op- 
lional);  State  tax;  city  or  local  tax;  ISI’;  'I.Sp  loan 
R'paynienf;  indeblediKJS.s;  military  service  credit 
deposits;  and  garnislimeiits.  lieduilions  and 
williliolding  amounts  and  the  ajiplicalile  appro¬ 
priations  shall  ln’  annotated  on  the  payment 
voucher  lurdiivct  disliursenieiit,  I'iie  fullow'ing 
pnn  edures  are  applicahle  for  )’,ross  lo-iiet  special 
payment  processing: 

1.  No  pay  receivi’il.  'I'lie  I'ln- 
pluyee  siiall  Ix'  paid  gross  eiililli'iiu'itls  less 
jpplieable  deductioiLS  and  witlilioldings  listed  in 
subjiaraj^raph  tititllOZ.F'.  i'here  .sliall  noi  in'  any 
deductions  fur  voluntary  allolnients  and  .savings 
iHinds.  The  employee  is  responsible  for  any 
exisliiig  voluntary  allotments.  All  deductions 
and  witlilioldings  sliall  resume  llie  following  pay 
eycle,  including  voluntary  aliotiuenl.s  and  sav¬ 
ings  Ixinds. 


2.  Less  tlian  90  percent  of  regu¬ 
lar  biweekly  pay  and  allnwaiices  received.  The 
employee  is  entilled  to  liie  difference  between 
what  was  paid  and  what  should  have  been  paid. 
The  civilian  payroll  office  shall  deduct  additional 
amounts  for  applicable  items  listed  in  subpara¬ 
graph  080102. F.  unless  previous  payixill  pniccss- 
ing  lias  satisfied  tiie  deductions.  The  employee 
shall  lie  responsible  for  any  existing  voluntary 
allotments  that  were  not  deducted  during  previ¬ 
ous  proce.ssing.  All  deductions  and  withhold¬ 
ings  shall  lesunie  the  fellowiiig  pay  cycle. 

3.  Final  special  payment.  Fm- 
pluyees  who  received  their  final  pay  as  a  special 
pjyiiieiil  slioLiid  be  paid  gross  entitlements  less 
all  required  deductions  and  wiiliholdings  of 
ileiiis  listed  in  sulipara.gi'jpli  080102.1''.  Addition¬ 
ally,  llie  employee  iiijy  receive  a  payment  for 
aeei'ued  savings  bond  lialunees  for  wliicli  Ixmd.s 
have  iiol  iH'en  Issued.  Tlie  employee  is  I'esponsi- 
ble  for  voluntary  allDtinenls.  Tier  employee's 
final  pay  is  suhjeel  In  willilioldiiigs  to  liquidate 
any  unsalisiied  Coveriiment  indebtedness. 

4.  I’l'oee.ssing  of  special  pay¬ 
ments  made  afler  llie  Iasi  I'l'giilar  piiy  period  of 
llie  pay  year,  lull  lieiore  tlie  end  of  the  calendar 
yea  r 

a.  I'ederal,  Slate,  and  local 
laxi'S,  Social  Secmily,  and  Medicare  withheld 
from  .'.pecial  paymeiils  made  afler  tlie  last  regu¬ 
lar  pay  d.ile,  but  liefore  llii'  etui  oi  llu:  calendar 
year'  .slt.ill  I’e  forwarded  In  lire  applicable  oflices 
as  soon  as  po.ssilili'  alter  tlie  end  of  the  year. 
(Note:  Wlieii  eornpuling  or'  inakiiij;  deduclions 
for  Soeial  .Seiiiiily,  llie  civilian  jiayroll  office 
sliali  ensure  lire  employee  lias  nol  reached 
iiuiximum  willilioldiiigs  for  llie  year.)  if  the 
l-'oriii  8109,  "I'ederal  Tax  Dejiosit  Coupon,"  for 
tlie  l.i'il  regular  payroll  lias  nol  Ixien  forwarded, 
llie  civilian  |>ayroll  office  sliail  iiicrea.se  ihe 
voucher  amounts  fur  llie  special  paymi'iils  and 
llie  williluildiiigs,  if  I'urm  8109  lias  alivady  Ix'en 
sulimilled,  llie  civilian  paymll  iiffice  sliali  use 
jiioilii-r  voucher  Ui  ii'poi'l  llie  special  payments 
and  llie  williliolding.s.  if  llie  I'orms  W-2  liave 
mil  lieen  fuiiUed,  llie  civilian  payroll  office  sliall 
priieess  iipdiiles  to  ensure  sjiecial  payments  arc 
iiicliuled  in  llie  lii.sliiry  totals  for  suhseiiuiTil 
I'oriii  VV  2  printing.  If  Isirms  W-2  liave  lu'cn 
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printed,  the  civilian  payroll  office  .sho'ild  issue 
Forms  W-2c. 

b.  Process  an  SF  1081, 
"Voucher  ai  d  Schedule  of  Withdrawals  and 
Credits,"  to  correct  an  employee's  CSRS  or  FERS 
retirement  deductions  withheld  from  a  special 
payment.  Input  the  SF  1081  during  the  ne  pay 
cycle  to  correct  both  the  prior  year-to-date  and 
cumulative  retirement  deductions  and  the  cur¬ 
rent  year  opening  balance. 

c.  Special  payments  for  TSP 
participants  are  subject  to  TSP  deductions  pro¬ 
vided  the  employee  has  not  reached  the  maxi¬ 
mum  deduction  or  contribution  level  established 
by  law.  TSP  deductions  withheld  from  special 
payments  after  the  last  regular  pay  date  in  the 
pay  year,  but  before  the  end  of  the  calendar 
year,  shall  lx-  combined  with  the  next  pay  cycle 
for  rt-'porting  and  submission  to  NFC. 

G.  Since  a  special  payment  is  an  off¬ 
line  process  and  employees  do  not  receive  a 
regular  LES,  the  civilian  payroll  office  shall 
provide  information  to  the  employee  of  the 
effects  of  the  special  payment. 

H.  Taxation  of  Retnractive  Payments 

1.  Time  And  Attendance.  All 
time  and  attendance  a’taiaclive  Iran.sactions  shall 
be  taxed  using  the  current  W-4  rate.  Combine 
the  retroactive  wage.s  with  the  ^,'ages  from  tlie 
last  pay  period  prior  to  the  current  to  determine 
the  basis  to  recompute  tax  withholdings.  Recom 
pute  the  taxes  and  determine  the  n'trouctive  tax 
withholdings  by  subtracting  tlie  taxes  wilhlield 
during  the  la.st  pay  period  from  the  recomputed 
taxes. 

2.  Retroactive  Wage  Increases, 
Retroactive  wage  increases  shall  be  considered  as 
supplementa!  wages  and  l.ixed  at  the  flat  28 
percent  rate  if  taxes  were  withheld  from  regular 
wages  during  the  last  preceding  payroll  period 
in  which  wages  were  )iaid  within  the  same 
calendar  year.  If  taxes  were  not  withheld  from 
those  regular  wages,  the  current  W  4  rale  should 
he  used. 
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3.  Supplemental  Payments 
(Awards,  Lump-Sum  Leave,  Separation  Pay 
Incentives;).  Supplemental  payments  shall  be 
taxed  at  the  flat  withholding  rate  of  28  percent  if 
taxes  wens  withheld  from  regular  wages  during 
the  last  preceding  payroll  period  in  which  wages 
were  paid  within  the  same  calendar  year.  If 
taxes  were  not  withheld  from  those  wages,  the 
current  W-4  r.ite  should  be  used. 

0802  INDEBTEDNHSS 

080201.  General 

A.  The  DoD  shall  promptly  collect 
indebtediK'.ss  due  the  United  States  in  accordance 
with  the  Debt  Collisction  Act  of  1982,  P.L.  97-305, 
as  amended  (reference  (e)),  the  Federal  Claims 
Collection  Standards,  4  C.F.R.  ParUs  101-105 
(nsfereiK-e  (bh)),  5  C.F'.K.  Parts  179  and  550 
(Subpart  K)  (reference  (1)),  and  DoD  Directive 
7045.13  (reference  (v)).  Volume  5  of  this  Regula¬ 
tion  should  also  Ixs  consulted  regarding  indebt¬ 
edness  and  debt  collection.  Tliere  are  four  ways 
to  collect  debts  owed  to  the  United  Stales  by 
civilian  employees; 

1.  Tlie  employee  consents  to  pay 
or  permits  withhold. ng  from  pay; 

2.  The  Government  collects 
involuntarily  from  the  eniployi-(''.s  current  .salary 
or  pay  where  authori/ed  by  statute; 

3.  The  Government  collects 
involuntarily  by  oflset  fnim  any  other  amounts 
payal'le  to  the  employee  by  the  Government 
when  aulhori/.eU  by  statute;  or 

4.  I  lie  GoveminenI  files  suit  in 
court  against  the  emidoyee. 

ii.  When  specific  statutory  authority 
exists  for  the  collection  of  a  particular  debt,  the 
provisions  of  Dial  statute  and  Its  implementing 
regulations  must  be  used  in  determining  the 
applicable  collection  procedures  (64  Comp.  Gen, 
142  (1984))  (referenee  (p)).  When  a  more  specific 
.statute  that  authorizes  collection  in  a  particular 
Ciise  iloes  not  exist,  the  collection  authority  of 
either  5  U.S.C.  5514  (reference  (!'))  for  offset  fnun 
current  pay  or  31  U.S.C.  3716  (referenci!  (d))  for 
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offset  from  other  amounts  due,  as  appropriate,  >s 
used  to  collect  debts  to  the  United  States. 

1.  Section  5514  of  5  U.S.C. 
(reference  (li))  authorizes  collection  from  those 
civilian  employees  who  are  indebted  to  the 
United  States.  Generally,  the  amount  deducted 
may  not  exceed  15  percent  of  disposable  pay  (as 
defined  in  subparagraph  08()3t)7.b.2.)  unless  the 
employee  provides  written  con.sent  that  a  greater 
percentage  may  be  deducted.  The  employee 
must  be  provided  an  opportunity  for  a  hearing, 
in  addition  to  other  due  process  requirements, 
belore  offset  is  initiated.  See  section  0803  for 
processing  collections  under  this  statute. 

2.  .Section  3716  of  31  U.S.C. 
(leference  (d))  authorizes  collection  of  debts  from 
final  pay  and  lump-sum  leave  payments  of 
civilian  employees.  This  statute  is,  in  effect,  a 
catchall  provision  tlial  apjdies  only  when  there 
is  no  other  offset  statute  available.  There  is  no 
limit  on  the  maximum  rate  of  collection  under 
this  statute,  and  all  money  payable  to  a  person 
by  the  Government  is  subject  to  offset.  See 
paragraph  1)80309.  for  processing  collections 
under  this  statute. 

C.  Under  4  C.r.K.  l()2.3(b)(5)  (refer¬ 
ence  (bb)),  .salary  or  administrative  amounts  pay¬ 
able  to  employees  will  be  ittvolunlarily  offset 
Ix'fore  initiation  of,  or  at  any  time  during,  due 
process  procedures  ii  failum  to  take  the  offset 
would  substantially  prejudice  the  civilian  payroll 
office's  ability  to  collect  the  debt;  time  before 
payment  must  be  made  does  not  leasonably 
permit  completion  of  the  pnicedunss;  and  sucli 
prior  offset  is  promptly  followed  by  due'  process 
inocedures. 

D.  Wlien  an  employee  owes  more 
than  one  debt  to  tiie  Uniti'd  State.s,  deductions 
currently  being  made  shall  normally  continue 
until  the  debt  is  paid.  However,  the  civilian 
payroll  office  shall  change  the  priority  of  tlie 
deductions  when  necessary  to  ensures  maximum 
amounts  are  collected  Ix’fore  any  statute  of 
limitations  expires.  Dc’bls  owed  by  employees  to 
more  Ilian  one  1>)D  Component  or  Federal 
ageii'-y  sli.dl  Ix'  collected  in  the  following  priori¬ 
ty  sequence: 


1.  Delits  to  the  employee's 
employing  agency  or  department. 

2.  Debts  to  other  DoD  Compo- 


IDebts  to  other  Federal  agen- 


()8()2()2. 


:>avmenls  of  Pay  and  All o wances 


A.  Overpayments  to  employees  result 
fnrm  such  causes  as  errors  in  computing  Federal 
withholding  tax,  CSl^  or  F'ERS  deductions,  or 
Social  Securily  and/or  Medican.1  deductions, 
improper  rates  of  pay,  errors  in  reporting  time 
worked,  and  erroneously  accrued  annual  leave. 
The.se  may  be  discovered  both  inside  and  outside 
the  civilian  payroll  office.  3  lie  liead  of  each  DoD 
civilian  payroll  activity  has  llie  overall  responsi¬ 
bility  for  ensuring  that  all  overpayments  are 
recovered  from  the  recipiimls  or  that  other 
appropriate  disposition,  such  as  waiver  of  the 
indebledne.ss,  is  accomplished,  He  or  she  is  also 
ivsponsible  for  ensuring  that  employees  are 
afforded  all  legal  rights  relative  to  the  indebted¬ 
ness  arising  from  overpayments.  These  responsi¬ 
bilities  may  be  delegaled  lo  anolher  a)ipi'oprlale 
official. 

11.  The  following  didM.s  are  not  autho¬ 
rized  as  payroll  dedudioas: 

1.  Collection  of  debts  to  private 
creditoi's,  except  as  authorized  by  F.L.  103-94, 
"Hatch  Act  Reform  Amendments  of  1W3"  (refer¬ 
ence  (e)). 

2.  Conlribulion.s  to  charities, 
except  a.s  aulliorized  in  sulipuragraph  04I4()2.J, 

3.  Payment  of  insurance  premi 
um.s,  except  as  authorized  in  subparagraplis 
04I402.C.  and  D.,  international  agreements,  or 
arrangeinenls  witli  foreign  Governments. 

4.  Payment  of  dues  to  civic, 
traternal,  or otlier organizations,  except  asaulho- 
rized  in  subparagraph  041402.1. 

.5.  Colleclion  of  state  and  lo¬ 

cal/city  lax  indebtedness. 
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6.  Collection  of  debts  owed  to 
NAF  instrumentalities. 

0803  RECOVF.RY  OF  OVERT’ AYMENTS  OF 
PAY  AND  ALLOWANCES  FROM  CURRENT 
DoD  EMPLOYEES 

080301.  General.  The  authority  to  collect 
overpayments  of  pay  and  allowance.s  resulting 
fn)m  civilian  payroll  operations  by  salary  offset 
is  5  U.S.C.  5514  (reference  (b)),  The  civilian  pay¬ 
roll  office; 

A.  Computes  the  amount  of  the 
overpayment. 

B.  Notifies  the  civilian  personnel 
office  immediately  if  corrective  p(!rsonnel  action 
is  required.  Continued  payments  of  erroneous 
pay  and  allowances  shall  not  Ik>  authorized. 

C.  Provides  the  employee  due  pn)- 
cess  iK'fore  collecting  an  overpayment  of  pay  and 
allowances  paid  by  the  civilian  payroll  office. 

D.  Correi  ts  the  employee's  records 
when  appropriate. 

080302.  I'X.-bts  for  Health  Ikmefils  or  Life  Insur- 


A.  If  an  employee  elects  coverage  or 
changes  coverage  in  a  I'ederal  benefits  program 
(e.g.,  the  FEHB  or  FEGLI  program),  and  the 
amount  to  be  collected  accumulated  over  4  pay 
periods  or  less,  then  under  5  C.I’.R.  5,50.1104(i  ) 
(n;fen.:nce  (I))  all  deductions  pertaining  to  the 
period  of  coverage  may  Ik-  made  without  the 
necessity  of  affording  the  employee  full  due 
process  (written  notification,  opportunity  for  a 
hearing,  etc.)  ur\der  5  U.S.C.  5514  (reference  (b)). 
In  such  ca.si'S  the  civilian  payroll  office  notifies 
the  einploy.,e  eitin-i  concurrent  with  or  in  ad¬ 
vance  of  the  actual  collection,  that  because  uf  the 
employee's  election,  future  salary  shall  be  re¬ 
duced  to  cover  the  period  between  the  (rffective 
date  of  the  election  and  the  fli-st  regular  with¬ 
holding,  and  that  tlie  employee  may  dispute  the 
amount  of  the  n'troactive  collection  by  nolifying 
the  civilian  payroll  office  for  rcwolution  of  the 
dispute.  1  he  requirt.>ment  for  notification  may  be 
met  by  an  appropriati'  notice  on  the  l.FS. 


B.  The  Federal  Employees  Health 
Benefits  Handbook  for  Personnel  and  Payroll 
Offices  (referimce  (h))  slates  that  a  reasonable 
installment  rate  to  liquidate  the  debt  should  not 
be  set  above  25%  of  the  employee's  net  pay 
unless  the  employee  requests  a  higher  rate,  or 
the  expected  period  of  continued  employment  is 
such  that  a  higher  rate  is  needed  to  complete 
recovery  in  the  time  available.  If  processing 
delays  exceed  4  pay  periods,  full  due  pn)C0SS 
procedures  prescribed  under  5  U.S.C.  5514  (refer¬ 
ence  (b))  shall  bo  extended  to  the  employee  as 
outlined  in  section  081)3.  The  Federal  Employees 
Health  Benefits  Handbook  for  Personnel  and 
Payroll  Offices  (reference  (h))  contaias  the  proce¬ 
dures  pertaining  to  debts  arising  from  the  pay¬ 
ment  of  health  benefit  pmmiuni;;  for  periods  of 
nonpay  status  or  when  salary  is  insufficient  to 
cover  till'  required  pamiiums. 

080303.  Notification 

A.  Under  the  provisions  of  5  C.F.R. 
550.1104  (reference  (I))  the  civilian  paynill  office 
or  the  official  responsible  for  collection  of  the 
debt  shall  i.ssue  an  appnipriute  written  demand 
for  voluntary  lump-sum  payment.  Tiie  demand 
letter  shall  be  i.ssued  as  soon  as  possible  follow¬ 
ing  the  discovery  of  the  overpayment,  and  shall 
mquest  that  tin;  payment  be  made  within  30 
days  from  llu;  date  of  the  letter.  Debts  not  paid 
by  the  date  specified  in  the  demand  l(;tter  arc 
delinquent  unless  other  satisfactory  payment 
arrang<;ments  have  been  made  by  that  date,  or  if 
at  any  time  later,  the  employee  fails  to  satisfy 
obligations  under  a  repayment  agreement.  Only 
one  wrilten  demand  is  n;quired.  The  civilian 
payroll  office  or  tin'  official  n;sponsible  for 
collection  of  the  debt  must  in;  able  to  demon¬ 
strate  that  the  employee  has  received  the  de¬ 
mand  letter.  Therefore,  if  hainl  delivery  and 
execution  of  a  receipt  is  not  practical,  a  certified 
or  registered  notice  with  return  receipt  requested 
should  ln‘  used.  Care  must  be  exercised  to 
easure  that  the  letter  is  either  mailed  or  hand 
delivered  on  tlie  same  day  it  is  dated.  When 
employees  are  given  time  limits  to  reply  to 
civilian  payroll  office  correspondence,  15  addi¬ 
tional  days  will  In’  allowed  if  tin;  correspondence 
must  go  tlinnigh  non-U. 55.  mail  systems.  See 
Fig;ure  8-1  for  a  copy  of  the  demand  letter  and 
I'igure  8-2  for  a  sample  voluntary  repayment 
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agreement.  The  letter  must  contain  the  following 
information; 

1 .  A  complete  statement  of  facts 
showing  the  origin  and  amount  of  .he  debt  and 
the  basis  on  which  the  determination  of  indebt¬ 
edness  was  made; 

2.  A  request  that  ihc  debt  be 
ivpaid  by  check  of  money  order  within  30  days 
of  notification; 

3.  The  intention  to  collect  the 
debt  by  means  of  payroll  deductions  if  payment 
i.s  not  received  within  30  days; 

4.  The  amouitt,  frequency,  pn)- 
posed  beginning  dale,  and  duration  of  the  de¬ 
ductions; 

5.  An  explanation  of  policy  con¬ 
cerning  interest,  penalties,  and  adminfitrative 
costs,  including  a  statement  that  such  assess¬ 
ments  must  be  made  unless  excused  per  the 
Federal  Claims  Collection  Standards; 

fi.  The  employee's  and  the 
employee's  representative's  rights  to  iaspcct  and 
copy  Oovemment  records  relating  to  the  debt  or 
to  request  a  copy  of  such  records  within  10  days 
from  nv.'ipl  of  this  li-tter; 

7.  The  opportunity  for  the 
employee  to  establish  a  .schedule  for  the  volun¬ 
tary  repayniitit  of  the  delil  or  to  enter  into  a 
written  agreement  to  establish  a  schedule  for 
repayment  of  the  debt  in  lieu  of  offset; 

8.  A  statement  tlial  if  li  e  em 
ployee  has  any  question  regarding  the  indebted¬ 
ness  the  einployei;  may  ask  for  and  receive  an 
explanation  from  the  civilian  payroll  office. 
Also,  a  statement  advising  that  if  the  employee 
wishes  to  contest  the  indebtedness  (request  a 
reconsideration),  llu'  employee  may  do  so  by 
submitting  a  written  statement  to  that  effect 
within  l.'i  calendar  days  of  the  date  of  the  notifi¬ 
cation.  This  right  of  reconsiderabon  is  separate 
from,  and  may  be  used  in  addition  to,  the  right 
to  request  a  iiearing  discussed  in  paragraph 
OHO.lO.'i.; 


9.  A  statement  regarding  the 
cmployee'.s  opportunity  for  a  hearing  on  the 
defenninatk'n  concerning  the  existence,  or  the 
amount,  of  the  debt;  or  when  a  repayment 
schedule  is  etdablished  other  than  by  written 
agnrement,  a  henring  concerning  the  terms  of  the 
it^payment  schedule.  Also  advise  that  a  request 
for  a  hearing  on  either  the  existence  of  the  debt, 
the  amount  of  the  debt,  or  the  repayment  .sched¬ 
ule  must  be  made  in  writing  within  30  days  of 
the  receipt  of  the  notice  of  indebtirdness  or 
within  45  days  after  the  receipt  of  the  records 
relating  to  the  debt,  if  such  recoids  are  requested 
by  the  employee; 

10.  Notice  if  a  hearing  is  given, 
the  right  to  receive  a  written  decision  from  the 
official  holding  the  hearing  within  60  days  after 
the  filing  of  the  petition  unle.ss  the  employee 
requests  and  the  hearing  official  grants  a  delay 
in  the  |•.l•oceedings; 

11.  The  fact  that  the  timely  filing 
of  a  petition  for  a  hearing  shall  stay  the  begin¬ 
ning  of  collection  proceedings,  and  that  interc'St 
and  penalty  chaiges  shall  nol  accrue  during  the 
period  from  the  timely  filing  of  a  petition  for  a 
hearing  until  Issuance  of  the  hearing  official's 
decision; 

12.  The  fact  that  any  knowingly 
false  or  frivolous  slaleinenls,  repm.sentutions,  or 
evidence  may  subject  the  employee  to: 

a.  Di.sciplinary  procedures 
appropriate  under  .5  U.S.C.  Chapter  75  (refenmee 
(b));  5  C.I'.K.  752  (reference  (1)),  or  any  olhiT 
applicable  statutes  or  mgulations; 

b.  I’enallies  under  the  False 
Claims  Act,  31  U.S.C.  3729-3733  (reference  (d)), 
or  any  other  applicable  statutory  authority;  or 

c.  Criminal  penalties  under 
18  U.S.C.  286,  287,  1001,  and  1002  (reference  (be)) 
or  any  other  applicable  statutory  authority; 

13.  A  statement  that  tin-  employ¬ 
ee  may  ivquest  a  waiver  of  the  overpayment  of 
pay  in  accordance  with  5  U.S.C.  5584  (reference 
(b)j  (see-  puragrupli  080306.); 
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14.  The  fact  that  amounts  paid  or 
deducted  for  the  debt  that  are  later  waived  or 
found  not  to  bo  owed  to  the  United  State.s  shall 
be  refunded  promptly  to  the  employee  upon  the 
employee's  request;  and 

15.  The  specific  address  to  which 
all  correspondence  shall  bj  directed  regarding 
the  debt. 

B.  The  civilian  payroll  office  is  en¬ 
couraged  to  notify  an  employee  inform  illy  by 
telephone  of  an  overpayment  of  $100  or  less.  If 
an  employee  agrees  with  repayment  of  the 
overpayment,  the  civilian  payroll  office  forwards 
a  voluntary  repayment  agreement  (.see  Figure  K- 
2)  for  the  employee  to  complete  and  return. 
After  receiving  the  signed  voluntary  repayment 
agreement,  the  civilian  payroll  office  shall  b'gin 
collecting  the  indebtedness  as  indicated  on  the 
agreement.  If  requested  by  the  employee,  and 
agreed  to  by  the  civilian  payroll  office,  the 
remittance  can  be  deferred  for  up  to  2  pay 
periods  and  the  agreement  adjusted  accordingly. 
If,  for  any  reason,  the  civilian  payroll  office  doe.s 
not  receive  payment  or  a  signed  voluntary 
repayment  agreement,  the  civilian  payroll  office 
prepares  the  formal  written  nolificalion  pre¬ 
scribed  by  subparagraph  ()8()3('5.A. 

08(1304.  IncTuiries  and  Keconsideratinns 

A.  The  civilian  payroll  office  mu.st 
respond  courteously  and  factually  to  any  ques¬ 
tions  raised  by  the  employee  as  a  resell  of  Hie 
employee's  receipt  of  the  demand  letter.  Copies 
of  relevant  documents  requc.ded  by  the  employ¬ 
ee  must  be  furnished.  The  civilian  payroll  office 
must  bi'  prepared  to  nsspond  not  only  to  inqui¬ 
ries  regaiding  pay  and  leave  entitlements,  but 
also  to  inquiries  regarding  the  nature  of  the 
employee's  rights  and  how  to  exereise  tlie.se 
rights.  Although  the  submission  by  the  employ¬ 
ee  of  a  written  statement  contesting  the  debt 
does  not  abrogate  the  eiTiployec's  rigoi  to  a 
hearing,  all  reasonable  efforts  shall  be  made  lo 
.'■atisfy  an  employee's  doubts  regarding  the 
amount  or  validity  of  the  debt  within  the  civilian 
payroll  office's  own  resources,  thus  precluding 
the  need  for  a  hearine  in  most  instances.  If  the 
employee  request  onsideration  of  the  debt. 


the  request  shall  be  made  within  15  days  of 
receipt  of  the  demand  letfe’*. 

B.  If  the  employee  does  submit  a 
written  statement  contesting  the  debt,  the  civilian 
payroll  office  shall  respond  in  writing,  staling  its 
conclusion  in  a  clear  manner.  Such  determina¬ 
tions  are  to  be  delivered  to  l'  employee  within 
15  days  of  receipt  of  the  employee's  letter.  If 
additional  time  is  needed  to  investigate  the  issue, 
the  employee  shall  be  advised  of  the  delay  in  an 
interim  response.  This  response  shall  also  prf>- 
vidc  an  estimate  of  when  a  final  determination 
can  1)0  expected.  If  the  civilian  payroll  office 
concurs  with  the  einployec'.s  position,  the  letter 
shall  so  inform  the  employee. 

C.  If  the  civilian  payroll  office's 
determinaiion  reaffirms  the  employee's  indebted¬ 
ness,  I’.icn  the  written  re.sponse  shall  again  advise 
Ihe  employee  of  the  employee's  right  either  to 
petition  for  a  hearing  or  lo  request  a  waiver. 
The  time  period  for  reque.qing  a  hearing  (nor- 
inally  3(i  days  from  nolificalion)  siiall  be  extend¬ 
ed  by  the  time  elapsed  between  the  employee's 
written  requi:sl  for  rccoasideration  and  the 
civilian  payroll  office'.s  response.  For  example, 
if  Ihe  employee  seeks  recoivsideralion  of  the  debt 
on  the  12lh  day  following  re’ceipl  of  the  rolilica- 
tionand  the  civilian  payroll  office  reaffirmed  the 
indebtedness  eight  days  later,  the  letter  reaffirm¬ 
ing  the  debt  shall  advise  that  a  hearing  n'cniesi 
must  be  received  within  18  days  following  the 
reaffinnation. 

()K()3()!).  Heaiim’s.  Hearings  are  a  due  proee.ss 
requiivment  of  5  U.S.C.  .5514  (reference  (b)) 
which  must  lx?  alfoided  employees  before  their 
current  salary  can  be  involuntarily  offset  lo 
collect  an  indebtedness  to  the  U.S.  Government. 
An  exception  lo  this  is  collection  for  debts  fur 
health  benefits  or  life  insurance  coverage  as 
discu.s,sed  in  paragraph  ()8()3()2.  Employees  may 
petition  for  a  hearing  to  contest  the  following 
items:  (I)  The  existence  of  the  debt;  (2)  The 

debt  amount;  and  (3)  The  amount  of  an  ntvolun- 
lary  offset  schedule.  If  an  employee  wants  a 
hearing  concerning  Ihe  existence  or  amount  of 
the  debt  or  Ihe  proposed  offset  Schedule,  the 
employee  mu.st  file  a  petition  with  the  civilian 
payroll  office  not  later  than  30  days  from  the 
date  Ihe  employee  receives  the  notification  of  the 
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intent  to  collect  by  salary  offset  or  within  45 
days  after  receipt  of  records,  if  such  records 
were  requested  by  the  employee.  The 
employee's  petition  or  statement  shall  identify 
and  explain  with  reasonable  specificity  and 
bn;vily  the  facts  and  evidence  that  the  employee 
believes  support  his  or  her  position. 

A.  General 

1 .  All  hearings  are  arranged  and 
conducted  in  accordance  with  4  C.F.R.  102.3(c) 
(reference  (bb))  and  Volume  5  of  this  Regulation. 
Hearings  for  debts  owed  to  DoD  Components  by 
its  employees  should  lx;  held  by  eligible  DoD 
Components  according  to  Volume  5,  Table  30-1 
of  this  Regulation.  All  requests  for  hearings 
shall  be  processed  by  the  DFA.S-lndianapolis 
Center.  There  are  two  basic  types  of  hearings  - 
oral  hearings  and  administrative  hearings  (writ¬ 
ten  submissions).  If  an  employee  petitions  for  a 
hearing  after  the  receipt  of  a  demand  letter,  the 
civilian  payroll  office  nrust  determine  whetlier 
the  employee  is  entitled  to  an  oral  hearing  or 
whether  ai;  administrative  hearing  compri.sed  of 
written  submissions  is  adequate.  Unless  specifi¬ 
cally  waived  by  the  employee,  an  oral  hearing 
must  be  provided  when: 

a.  An  applicable  statute 
authoiizes  or  requints  ttie  agency  to  consider 
waiver  of  the  indebtedness  involved,  the  em¬ 
ployee  requeiits  waiver  of  tlie  indebtedness  and 
the  waiver  detemiination  is  based  on  an  Issue  of 
credibility  or  veracity;  or 

b.  The  employee  requests 
reconsideration  of  tlie  debt  and  tl\e  civilian 
paynill  office  decides  that  the  ([uestion  of  tlie 
indebtedness  cannot  be  resolved  solely  on  n-- 
vii“w  of  the  documentarv  evidence. 

2.  An  oral  hearing  is  not  re¬ 
quired  if  the  particular  indebtedness  is  of  tlie 
type  that  rarely  involves  issues  of  credibility  or 
veracity,  and  the  civilian  payroll  office,  witii  the 
concurrence  of  the  Office  of  General  Coun.sel, 
has  determined  that  a  review  of  the  written 
record  is  generally  adequate  in  such  cases.  An 
employee  who  has  petitioned  for  a  hearing,  hut 
under  the  alxive  criteria  is  not  entitled  to  an  oral 
jiearing,  shall  be  provided  an  administrative 
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hearing.  The  determinalioas  of  the  hearing 
ix-garding  the  existence  or  amount  of  the  debt  or 
the  terms  of  the  offset  schedule  shall  be  made 
based  on  written  submissions  by  the  employee 
and  the  civilian  payroll  office.  The  timely  filing 
of  a  petition  for  a  hearing  will  stay  the  beginning 
of  collection  pnx:cdures  until  after  the  results  of 
the  hearing  have  been  rendered  except  as  identi¬ 
fied  in  subparagraph  1)80201  .C. 

B.  Oral  Hearings 

1 .  Since  civilian  payroll  overpay¬ 
ments  seldom  present  issues  of  credibility  or 
veracit','.  the  need  tor  oral  hearings  under  the 
guidelines  contained  in  subparagraph  080305.  A. 1. 
will  be  extremely  rare.  When  a  civilian  payroll 
office  has  received  a  pelilion  for  an  ora)  liearing 
and  it  is  of  the  opinion,  witir  ilte  concurrence  of 
the  Office  of  General  Couiesel,  that  an  oral 
hearing  is  required  under  lire  criteria  in  subpara¬ 
graph  080305. A.  1.,  follow  the  guidance  outlined 
in  Volume  5,  Chapter  30  of  Ihis  Regulation  to 
arrange  fora  hearing  official.  Once  the  identity 
of  the  hearing  official  is  determined,  the  civilian 
payroll  office  shall  Iw  instrueted  to  make  specific 
arrangements  with  that  official,  to  include  pro¬ 
viding  a  fund  cite  for  travel  expenses  if  neces¬ 
sary. 

2.  In  the  case  of  t)ral  hearings, 
the  civilian  payroll  office  is  i’esponsil)ie  for 
informing  the  employee  that,  in  addition  to  tin; 
requirements  contained  in  subparagraph 
080305.0.  for  administrative  hearings,  the  em¬ 
ployee  must  also  slate  in  Ihe  pelilion  the  identity 
of  the  witnes.scs  that  will  be  called  to  testify  on 
the  employee's  Ix’lialf  and  their  aniicipated 
testimony.  The  civilian  payroll  office  advises  tlie 
I’niployee  to  also  provide  a  copy  of  tlie  records 
Ihe  employee  intends  lo  introduce  at  tlie  hearing 
if  they  differ  from  the  ones  provided  by  the 
civilian  payroll  offici'.  Tiie  civilian  jiayiiill  office 
also  advises  the  employee  of  the  requirement  fur 
naming  any  person  lie  or  siie  wishes  to  lie 
represented  by  at  the  hearing. 

3.  The  civilian  payroll  office  is 
responsible  for  notifying  tlie  employee  of  tlie 
time,  date,  and  location  of  tlie  hearing.  To  the 
exti’ot  feasilile,  a  location  convenient  for  tlie 
employee  shall  be  selected.  'I  he  enqiloyee  will 
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be  responsible  for  paying  his  or  her  own  travel 
expeases.  CivHian  payroll  office  personnel  will 
represent  the  tk)vcmment  at  the  oral  hearing, 
and  will  maintain  a  summary  record  of  the 
hearing.  In  addition,  the  civilian  payroll  office 
must  advise  both  the  hearing  official  and  the 
employee  of  any  witnesses  it  plans  to  call  and  a 
summary  of  its  anticipated  testimony.  The 
civilian  payroll  office  will  also  provide  the 
employee  and  the  hearing  officer  a  copy  of  the 
records  in  the  agency's  possession  relating  to  the 
debt,  no  later  than  15  days  prior  to  the  hearing. 

4.  If  an  employee  has  been 
granted  an  oral  hearing,  the  employee  may 
waive  that  right  in  favor  of  a  written  submis.sion. 
Such  an  election  must  be  made  in  writing  and 
must  be  received  by  the  civilian  payroll  office  at 
least  3  working  days  before  the  original  hearing 
date,  If  the  employee  fails  to  file  a  petition  for  a 
hearing  before  the  deadline  dale,  fails  to  file  the 
required  subinissioas,  or  fails  to  appear  at  a 
scheduled  hearing,  the  right  to  a  hearing  is 
forfeited,  '  he  employee  may  petition  the  hear¬ 
ing  official  fo’  ,1  detenni nation  that  the  employee 
had  good  cause  for  the  failure  to  comply  with 
the  established  deadline  dale.  If  the  employee 
falls  to  appear  at  the  hearing,  then  the  employee 
may  petition  the  hearing  official  fora  determina¬ 
tion  that  the  employee  had  good  cause  for 
failure  to  appear  at  the  hearing.  In  either  in¬ 
stance,  th(!  hi.'aring  official  may  then  find  that  the 
employee  has  not  waived  the  right,  and  may 
direct  that  a  hearing  1h’  selieduled  or  ix^sched- 
uled. 

C.  Administrative  llearin);s.  An 
employee  shall  Ih;  advised  to  send  his  or  her 
petition  for  a  hearing  din'clly  to  the  civilian 
payioll  office.  A  single  document  shall  serve  as 
l>oth  the  petition  for  a  hearing  and  the 
employee's  complete,  documented  position  as  to 
why  the  employee  disagrees  with  the  civilian 
payn)ll  office  regarding  the  existence  of  the  debt 
or  t!i«’  of  the  debt.  The  precise  cootcolfj 

of  the  petition  are  described  in  attachment  1  e)f 
Figure  K  1.  There  is  no  standardized  format  for 
these  petition;;.  The  civilian  payix)!!  office  shall 
review  all  (lelitions.  Petitums  regarding  errone¬ 
ous  overjiayment  shall  include  the  information 
(in  detail)  as  described  by  the  checklist  in  l-igurc 
K-3.  If  the  civilian  payroll  office  concurs  with  the 


employee's  position,  it  will  notify  the  employee 
in  writing  of  its  concurrence.  If,  after  consider¬ 
ing  the  statement  and  supporting  documentation, 
the  civilian  payroll  office  reaffirms  its  previously 
.stated  position,  it  will  pr(;pare  a  letter  indicating 
the  reasores  for  its  position.  The  letter,  which 
will  include  the  employee's  petition  as  an  enclo¬ 
sure,  .shall  be  submitted  to  the  location  identified 
in  Volume  5,  Table  30-1  of  this  Regulation.  A 
copy  of  the  submission  shall  lx;  sent  to  the  em¬ 
ployee. 

D.  Determination 

1.  The  hearing  official  shall 
provide  a  written  decision  within  60  days  after 
the  filing  of  the  petition  on  the  merits  of  tlie 
hearing  that  discusses  lixe  basic  facts  offered  and 
the  hearing  official's  findings  and  conclusions. 
lk>th  the  civilian  payroll  office  and  the  employee 
shall  receive  a  copy  of  the  detenninalion.  If  the 
determination  upholds  the  ))o.sition  of  the  civil¬ 
ian  payroll  office,  it  shall  recommence  collection 
action  after  sending  the  employee  a  letter  wldeli 
Stales  the  following  (.see  Figure  8-4  for  a  sample 
of  tire  required  letter); 

a.  A  brief  statement  of  the 
hearing  official's  decision; 

b.  A  request  that  tlie  em¬ 
ployee  repay  the  debt  in  full  within  15  calendar 
days  following  the  dale  of  the  letter,  authorize  a 
Voluntary  one-time  offset  to  repay  the  debt,  or 
arrange  an  inslallmeni  liquidation  schedule  wilh 
the  civilian  payroll  offici'; 

c.  A  sl.ilemeni  that,  unle.ss 
the  employee  informs  the  civilian  payroll  office 
of  his  or  her  decision  regarding  the  alnive  op- 
lioiYS  by  the  deadliiu’  indicated,  a  salary  off.sel 
shall  iK'gin  with  the  pay  period  in  which  llie 
deadline  exph'es.  The  letter  shall  be  specific  as 
lo  the  payday  on  which  the  offset  shall  occur; 

d.  1  he  amount  of  the  offset 
and  its  estimated  duration.  This  shall  be  equal 
to  the  amount  of  the  debt,  or  15  percent  of  the 
employee's  disposable  pay,  whichi'ver  is  less; 


•  •  • 


22.5 


Volume  8,  Chapter  08 


DoD  Financial  Management  Regulation 


c.  A  statement  regarding 
the  assessment  of  interest,  ad  ministrative  expens¬ 
es,  and  penalties; 


{.  A  reminder  of  the 
employee's  right  to  request  waiver  of  the  over¬ 
payment, 


2.  If  the  hearing  official's  deter¬ 
mination  upholds  the  employee's  position  as  to 
the  existence  of  the  debt,  the  civilian  payroll 
office  shall  inform  the  employee  that  tlie  debt  is 
no  longer  coasidenrd  valid  under  5  U.S.C.  5514 
(ndemnee  (b)),  The  hearing  official's  decision  is 
final  us  to  the  issue  of  involuntary  offset,  but  nut 
final  as  to  the  issue  of  whether  the  debt  is  owed. 
If  the  hearing  official  reduces  the  amount  of  the 
debt,  tlie  civilian  payroll  office  shall  inform  the 
employee,  and  begin  eolleetiun  action  for  tlu' 
new  amount  by  issuing  a  leher  that  states  tins. 

li.  1  learii'tts  Versus  Keconsiderations. 
An  employee  who  disputes  the  existence  or 
amount  of  a  debt  has  a  right  to  request  reconsid¬ 
eration  and/or  a  hearing.  Since  hearings  are  a 
more  formal  and  costly  means  id  resolving  these 
dispute.s,  every  effort  shall  lie  made  to  use  the 
reconsideration  rigitl  as  an  alleinative  to  a 
hearing.  However,  tlic  employee  lus  a  statutory 
right  to  a  hearing  and  must  be  granted  tliis  rigid 
whether  or  not  llie  employee  has  attempted  and 
failed  to  seek  reconsideration  of  the  debt.  See 
paragraph()H()3(l4.  fora  discussion  on  reconsider¬ 
ations. 


i 


080300,  Waivers  of  Lirroneous  I’ayineids  of  I’ay 
and  A 1  lowances 


A.  (k'lieral.  Authority  is  provided  by 
5  U.S.C.  5584  (riderence  (li))  and  4  Ci.H.K.  I’arts  d  [ 
and  92  (refeamce  (bli))  for  the  waiver  of  claims 
of  thi'  United  States  against  a  civilian  employee 
arising  out  of  an  erroneous  payment  of  pay  or 
allowances  made  after  June  30,  1900,  The 
Coiii(dio!iei  t.Ieiu’ral  of  tin'  United  Stales  has 
issued  impli'inentlng  standards  aiithori/.ing  tlie 
head  of  an  executive  agency  to  waive  such 
claims  in  an  amount  aggregating  not  more  than 
$1500.  The  Under  Secretary  of  lAdi'nse 
(Cu)m|ilroller)  has  delegated  this  wuiaer 
uutliority  to  tlie  Director  of  DFA.S  by  letter  dated 
January  29,  1992  (n-ference  (bd)).  The  DI-AS 


Director  has  redelegated  tliis  authority  to  the 
Directors  of  the  DFAS  Centers.  See  DFAS  Regu¬ 
lation  Number  005  (reference  (be)).  Tlie  Defense 
Debt  and  Claims  Management  office  of  each 
DFAS  Center  has  been  designated  as  a  waiver 
authority.  Waiver  authority  has  been  delegated 
to  the  Director  of  DoDEA  for  DoDEA  employees 
by  DoD  ITireetive  1342.20  (reference  (bf)).  Note: 
Concurrent  waiver  authority  exists  with  Compo¬ 
nents  under  DoD  Directive  7045.13  (reference 
(V)). 


1 .  Under  4  C.F.R.  91.5  (reference 
(bb)),  a  waji'v)'  may  lie  granted  only  when  tin: 
collection  would  be  against  equity  and  good 
coaseience  and  not  in  the  best  interests  of  the 
United  Stales.  Generally,  these  criteria  will  be 
met  by  a  finding  tliat  the  erroneous  payment 
occurred  through  administrative  error  and  there 
is  no  indication  of  fraud,  niisrepn'.seiitation, 
fault,  or  lack  of  good  l.iitli  by  tlie  employee  or 
any  other  person  bavin;;  an  interest  in  olilaining 
a  waiver  of  the  claim. 

2.  Generally,  a  waiver  is  pre¬ 
cluded  when  an  employee  or  other  person 
having  an  interest  in  obtaining  a  waiver  receives 
a  sigiiificaiil  unexplained  increase  in  |iay  or 
allowances,  or  otiierwise  knows,  or  reasonably 
should  know,  that  an  erroneous  jiaynient  has 
occurred,  and  fails  to  make  inquiries  or  bring  the 
matter  to  the  allention  of  tlie  appropriate  offi¬ 
cials.  A  waiver  under  tliis  standard  depends 
upon  the  facts  existin;;  in  each  particular  case. 
However,  the  Comptrolier  Genend  has  long  held 
that  a  waiver  shall  not  be  grunted  if  it  appeal's 
the  employee  had  records  (such  as  LESs)  which, 
if  reviewed,  would  have  iiidicaled  an  overpay- 
nien'.,  .md  the  enijiloyee  failed  l.i  review  such 
documents  for  uccinuey  or  otherwise  failed  to 
take  corrective  action,  .Such  failure  on  the  part 
of  the  employee  enden;  the  employee  pai  tially 
at  fault.  See  Comp.  Gen.  H-2.539()9,  November  1, 
1993  (refei'ence  (p))  and  Comp.  Gen.  b-22(i4(i5, 
March  23,  1988  (riTerinicc-  JP')). 

3.  I'.cononiic  or  finaiicial  coiisid- 
er.ilions  play  on  role  in  the  delennination  of  a 
waiver  request. 

4.  Application  for  waiver  must 
in'  received  liy  the  Office  ol  d:e  Coiiiplmller 
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General  or  the  DFAS  Center  eoncenied  (normally 
the  civilian  payroll  office)  within  3  years  from 
the  date  the  erroneous  payment  was  discovered. 
Date  of  discovery,  for  the  purposes  of  starting 
the  .3'year  period  is  the  date  that  an  appn^priate 
official  first  determines  that  an  erroneous  pay¬ 
ment  has  been  made. 

5.  An  employee  must  apply  to 
the  employing  agency  foe  a  refund  of  the 
amount  collected  within  2  years  following  the 
date  of  the  waiver  approval.  See  S  U.S.C,  5SS4(c) 
(reference  (b)). 

B.  Manner  of  Submission.  Indebted 
employees  shall  be  notified  of  overpayments  of 
pay  and  allowances  by  the  civilian  payroll  office. 
A  copy  <if  the  waiver  R-quest  instructions  shall 
be  included  in  tlie  debt  notification  letter  the 
civilian  payroll  office  sends  to  the  employee. 
The  submission  of  waiver  requests  must  l>e 
limited  to  cases  in  which  all  doubt  n'garding  the 
validity  or  amount  of  a  debt  has  been  resolved. 
If  an  employee  decides  to  apply  for  a  waiver,  tin; 
employee  shall  prepare  an  application  for  waiver 
of  erroneous  payments  and  send  it  to  the  civilian 
payroll  office.  The  civilian  payroll  oflice  shall 
provide  additional  information  as  iiece.s.sary, 
attach  copies  ol  pertinent  record.s,  and  forward 
the  complete  package  to  the  Defense  LX'bt  and 
Claims  Management  office  of  the  ap|iropriate 
DBAS  Center. 

C.  Suspension  of  roHeclion.  Collec¬ 
tion  of  a  debt  should  not  be  routinely  suspended 
pending  waiver  determination  pi'i  1  C.I-'.K. 
l()4.2(c)(2)  (referenci.’  (hb)).  The  civilian  payroll 
office  shall  delennine  in  each  case  (per  Com| 
Gen.  Decision  B-lS,‘i4(i6,  August  Ih,  IhyO)  (refer¬ 
ence  (p))  whethei  suspension  of  collection  would 
lx;  appmpriate  based  on  the  following  criteria: 

1.  Waiver  will  probably  be 

granted. 

2.  Brroneou;;  payment  can  be 
recoveivd  if  waiver  is  not  granted. 

3.  Collection  of  tlie  debt  would 
cause  undui'  liardrdiip. 

D.  l-'inal  Action 
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1.  After  the  waiver  approval 
authority  adjudicates  the  waiver,  he  or  she  will 
kuitify  the  civilian  payroll  office  that  submitted 
the  waiver  package.  This  notification  authorizes 
rt'fund  of  a  collection  if  a  claim  for  rtifund  is 
included  in  the  waiver  application  and  refund  is 
due  for  an  amount  waived.  The  civilian  payroll 
office  is  rcspoasible  for  processing  refunds.  If 
the  application  for  waiver  did  not  include  a 
claim  for  refund,  the  civilian  payroll  office  must 
immediately  inform  tlie  employee  of  the  right  to 
make  application  for  refund  within  2  years 
following  the  date  of  the  waiver  decision. 

2.  When  informed  of  a  waiver 
denial  and  collection  action  has  been  suspended, 
the  civilian  payroll  office  shall  immediately 
initiate  further  collection  action. 

li.  Action  By  The  Desien.iled  Waiver 

Authority 


1.  Geni-ral.  The  ue.'iignated 
waiver  authorities  receive  and  review  each 
request  for  waiver  or  application  for  refund  and 
the  associated  reports  for  claims;  make  a  deter¬ 
mination  as  to  whetlier  claims  aggregating  not 
more  than  $1500  will  be  waived  or  whether  a 
claim  in  any  umouiil  will  be  denied;  and  notify 
the  involved  civilian  payroll  office  of  the  deler- 
ininatioii. 

2,  Referral  Of  Claims.  Tlie 
designated  waiver  aulhorilius  .stiall  refer  the 
following  types  of  claims  lo  the  Comptroller 
General/GAO  for  di:cision; 

a.  Request.';  for  waiver  and 
requests  for  waiver  and  refund  which  indicate: 
favorable  consideration,  with  an  appropriate 
report  of  ciicumslance.s,  if  the  claim  of  llu: 
United  States  is  in  an  amount  aggregating  more 
than  $1500; 

b.  All  doubiful  ca.ses; 

c.  Claim.s,  together  with  the 
reports  of  circum.slances  and  recommendations, 
from  civilian  payroll  offices  for  referral  lo  the 
C'omptroller  Cieneral/GAO  for  litigation; 
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d.  Each  case  which  is  the 
subject  of  an  exception  made  by  the  Comptroller 
Genoral/GAO  in  the  accounts  of  an  accountable 
officer. 

080307.  C.dicctioas  Under  5  U.S.C.  5514.  The 
pnicedure-s  in  this  paragraph  can  apply  at  any 
stage  of  the  debt  collection  process.  The  employ¬ 
ee  may  elect  to  repay  the  debt  after  receiving  the 
initial  demand  letter,  after  receiving  a  further 
explanation  of  the  debt  from  the  civilian  payroll 
office,  after  a  determination  by  a  hearing  official, 
or  after  a  decision  on  a  request  for  waiver  of  the 
oveipaymcnt.  Repayment  of  the  debt,  subject  to 
refund,  can  also  be  accomplished  while  any  of 
the  ai>ove  actions  arc  pending. 

A.  Vnlunlarv  Repayment 

1.  Ca.sh  Repayment.  The  term 
"cash  repayment"  encompas.ses  paymi.'nts  by 
personal  check,  money  order,  or  other  negotiable 
instrument.  The  collection  will  be  recorded  on  a 
DD  Form  1131.  The  accounting  data  shall  in¬ 
clude  the  appropriation  or  fund  that  funded  the 
overpayment. 

2.  Pavnill  Deductions 

a.  One-Time  Deduction  If 
an  employee  wants  to  have  the  indebtedne.ss 
repaid  voluntarily,  the  civilian  payroll  office 
shall  arrange  for  the  employee  to  sign  a  complet¬ 
ed  agn-e.Tienl  as  shown  in  Figure  8-2,  The 
civilian  paynill  office  shall  retain  the  original 
.signed  ag.reement.  If  reqi'  .‘Sted  by  the  employee, 
and  agreed  to  by  the  civilian  payroll  uffic<‘,  the 
remittance  can  be  deferred  for  up  to  2  pay 
periods  and  the  agreement  adjusted  accordingly. 
Also,  a  one-time  deduetion  can  be  combined 
with  a  cash  payment  as  a  means  of  liquidating 
an  indebtedness.  For  example,  a  S5(X)  indebted- 
nes.s  can  be  liquidated  by  a  ca.sh  payment  of  S2()(l 
and  a  one-time  deduction  of  $3(K).  If  the  one¬ 
time  deduction  uoe.s  niit  fully  hquida.  ■  the 
deficit,  (he  agreement  should  ix-  adjusted  appro¬ 
priately. 

b.  Installmeni  I  deductions 

(1)  Emplovees  may 
spread  iheir  repayments  over  more  than  1  pay 


period  for  other  than  minor  indebtedness 
amounts.  Although  employees  are  permitted  to 
make  a  series  of  cash  payments  at  regularly 
established  intervals,  the  preferred  method  of 
liquidation  is  by  deductions  each  payday  in  the 
same  amount  until  the  indebtedness  is  liquidat¬ 
ed.  Any  amount  remaining  unpaid  at  the  time 
of  separation  or  retirement  will  be  collected  from 
final  payments  of  any  nature,  such  as  final  salary 
pa)(ments,  lump-sum  leave,  and  bonuses.  The 
employee  consents  to  installment  liquidation  by 
signing  an  agreement  such  as  illustrated  in 
Figure  8-4.  The  civilian  payroll  office  shall  retain 
the  original  signed  agreement. 

(2)  In  determining  a 
suitable  repayment  schedule,  the  civilian  payroll 
office  is  permitlcd  a  certain  degree  of  discretion. 
While  the  civilian  payroll  office's  primary’  con¬ 
cern  must  always  bo  to  e(isurc  that  the  U.S. 
Government  recovers  the  debt  within  the  short¬ 
est  practical  period  of  time,  this  consideration 
mu.st  be  influenced  to  some  degree  by  the  finan¬ 
cial  impact  on  the  employee.  The  employee 
should  not  be  required  to  suffer  undue  depriva¬ 
tion  by  having  to  repay  the  debt.  On  the  other 
hand,  some  degree  of  sacrifice  should  be  expect¬ 
ed,  and  the  employee's  obligation  In  repay  the 
debt  should  be  given  equal  status  to  other  finan¬ 
cial  obligations  that  the  employee  may  have 
■ncun'ed.  Qmcrally,  the  debt  should  be  at  least 
5  percent  of  the  employee's  disposable  pay 
(defined  in  subparagraph  0R0307.B.2.)  in  order  to 
qualify  for  iastallment  liquidation.  Installment 
payments  will  be  at  least  $2.S  per  pay  period  and 
will  be  sufficient  to  liquidate  the  debt  within  3 
years. 

15.  Invi'lunlary  Repayment 

1.  General.  Recovery  of  an 
indebtedne.s.s  by  involuntary  salary  offset  is 
re'served  lor  these  instances  in  which  the  em¬ 
ployee  has  failed  either  to  make  a  ca.sh  remit¬ 
tance,  aUthori>'.e  a  Voluntary  one-time  payroll 
deduction,  or  enter  into  an  agreement  with  the 
civilian  payroll  office  for  ir.stallmcnt  deductions. 
Before  executing  an  involuntary  repayment,  the 
civili.in  payroll  office  must  ensure  that  the 
employe,  has  been  given  a  w.ritten  statement 
require-d  by  fiaragraph  080303.;  and  that  the 
employee  cither  failed  to  exerci.se  the  rights 
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enumerated  in  the  written  statement,  or  having 
exercised  one  or  more  of  those  rights,  was  still 
determined  to  be  indebted,  and  neither  made  a 
cash  remittance  nor  authorized  voluntary  with¬ 
holdings  from  his  or  her  pay.  The  civilian 
payroll  office  shall  ensure  that  such  involuntary 
offsets,  when  warranted  by  the  above  circum¬ 
stances,  are  initiated  in  time  to  be  reflected  in  the 
pay  for  the  pay  period  designated  in  the  demand 
letter.  When  practical,  the  employee  shall  be 
notified  on  the  LES  that  the  offset  action  has 
been  taken. 


2.  Disposable  Pay.  All  involun¬ 
tary  offsets  under  5  C.F.R.  550.1103  (reference  (1)) 
and  5  U.S.C.  5514  (reference  (b))  are  limited  to  a 
maximum  of  15  percent  of  the  employee's  dis¬ 
posable  pay.  Involuntary  offsets  shall  normally 
be  established  at  this  maximum  rate.  Disposable 
pay  is  defined  as  that  part  of  current  pay  re¬ 
maining  after  the  deduction  fmm  tho.se  earnings 
of  any  amount  required  by  law  to  be  withheld. 
See  5  C.F.R.  581.105  (reference  (1)).  Disposable 
pay  is  computed  by  making  the  following  de¬ 
ductions; 


a.  Amounts  withheld  for 
Federal,  State,  or  local  income  tax  purposes,  if 
the  withholding  of  the  amounts  is  authorized  or 
required  by  law  and  if  the  amounts  withheld  arc 
not  greater  than  would  be  the  case  if  the  individ¬ 
ual  claimed  all  dependents  as  defined  in  the 
Federal,  State,  and  local  tax  codes,  to  which 
entitled.  For  computing  disposable  pay,  no 
additional  Federal  tax  amounts  shall  be  deducted 
unless  the  employee  presents  evidence  of  a  tax 
obligation  supporting  the  additional  deduction: 

b.  Amounts  withheld  for 

Social  Security  and  Medicare  taxes; 

c.  Amounhs  deducted  as 

health  insurance  premiums; 

d.  Amounts  deducted  as 

normal  retik'ement  contributions  (CSRS,  FERS, 

and  NAF  retirement)  including  TSP  contribu- 
tioas.  Amounts  voluntarily  contributed  toward 
additional  civil  service  annuity  benefits  are  not 
included  as  normal  retirement  contributioas;  and 


e.  Amounts  deducted  as 
health  iasurance  and  normal  life  iasurance 
premiums  from  salary.  This  includes  amounts 
deducted  for  basic  FEGLI;  however,  all  optional 
FEGLI  premiums  arc  not  considered  normal  life 
insurance  premiums. 

3.  Amounts  Not  Deductible 
When  Dctermininir  Disposable  Pay.  The  follow¬ 
ing  amounts  are  not  deductible  when  determin¬ 
ing  disposable  pay: 


a.  Existing  debts  being  col¬ 
lected  for  a  DoD  Component  or  other  Federal 
agency  including  late  payment  charges. 


menis. 


Court-ordered  garnish- 


c.  Court  judgments. 


d.  Court-ordered  bank¬ 
ruptcy  payments  under  chapter  13  of  the  Revised 
Bankruptcy  Act  (reference  (e)). 


child  support. 

e. 

f. 

Voluntary  allotments  for 

Union  dues  deductions. 

Charity  deductions. 

tioas. 

h. 

Savings  bonds  dedue- 

IRS. 

i. 

Federal  tax  levies  from 

i- 

Savings  allotments. 

k. 

TSP  loans. 

1. 

Military  Service  Deposits. 

4.  Extreme  Financial  Hardship. 
An  employee  who  does  not  contest  the  existence 
or  amount  of  the  debt  may  asseif  that  the  maxi¬ 
mum  allowab'"  rate  of  involuntary  offset  (15 
percent  of  di.  posable  pay)  imposes  extreme 
financial  hardship.  S'kcli  an  assertion  can  also  be 
rai.scd  when  the  employee  has  petitioned  for  a 
hearing  under  the  prow'sii.ns  of  paragraph 
080305.,  and  the  hearing  odidai  has  affirmed  the 
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existence  or  amou<  :  of  the  debt.  In  either  case, 
the  civilian  payroll  office  shall  attempt  to  estab¬ 
lish  a  satisfactory  voluntary  repayment  schedule 
in  accordance  with  subparagraph 
08O307.A.2.b.(2).  Alternatively,  although  the 
employee  may  decline  to  sign  a  voluntary  con¬ 
sent  to  offset,  the  two  parties  may  agree  to  a 
reasonable  rate  of  involuntary  offset  that  is  less 
than  the  maximum  rate  specified  by  this  sub- 
paragraph.  Occasionally,  the  employee  and  the 
civilian  payn)l!  office  may  be  unable  to  agree  on 
whether  an  involuntary  offset  produces  extreme 
personal  hardship.  In  making  such  a  determina¬ 
tion,  the  civilian  payroll  office  shall  use  the 
following  standards: 

a.  An  offset  produces  an 
extreme  financial  hardship  for  an  employee  if  the 
offset  prevents  the  employee  fnim  meeting  the 
costs  necessarily  incurred  for  essential  subsis¬ 
tence  expenses  of  the  employee  and  the  employ¬ 
ee's  spouse  and  dependents.  These  e.ssetitial 
subsistence  expenses  include  costs  incurred  for 
food,  housing,  necc.ssary  public  utilities, clothing, 
transportation,  and  medical  can:; 

b.  in  determining  whetlier 
the  offset  would  prevent  the  employee  fmm 
meeting  the  essential  subsistence  expenses 
described  above,  the  civilian  payroll  office  shall 
consider  the  following; 

(1)  1  he  income  from  all 
sources  of  the  employee,  the  employee's  spouse, 
and  dependents; 

(2)  The  extent  to  wilieli 
the  assets  of  the  employee  and  the  ein|)loyee's 
spouse  and  dependents  are  available  to  meet  the 
olfset  and  the  essential  subsistence  expenses; 

(.3)  Whether  these 
essential  subsistence  expenses  have  been  mini 
mi/cd  to  the  greatest  extent  possible; 

(4)  The  extent  to  which 
the  employee  or  the  employee's  spouse  can 
bormw  money  to  meet  the  offset  and  otlier 
e.ssentlal  expenses;  and 

(5)  The  extent  to  which 
the  employee  and  the  employee'.s  sp  -..se  and 


dependents  have  other  exceptional  expenses  that 
shi  uld  be  taken  into  account  and  whether  these 
expenses  have  been  minimized. 

5.  Employee  Documentation. 
After  applying  the  above  set  of  criteria,  the 
civilian  payroll  office  ;,hall  explain  its  rea.soning 
to  the  employee.  If  the  employee  still  contends 
that  the  rate  of  offset  advocated  by  the  civilian 
paynill  office  would  produce  an  extreme  finan¬ 
cial  hardship,  the  employee  shall  be  instructed  to 
provide  the  following  items: 

a.  A  petition  for  a  liearing 
(.see  paragrapli  081)305.).  The  employee  must  file 
the  petition  no  later  than  30  days  from  the  date 
the  demand  letter  is  received  tliat  contains  the 
intent  to  collect  by  salary  offset.  If  the  employee 
requests  copies  of  the  records  relating  to  the 
debt,  then  tlie  employee  has  within  45  days  after 
receipt  of  such  records  to  file  the  petition  for  a 
hearing, 

b.  A  propo.sed  alternative 
offset  .scliedule  with  supporting  documents 
showing  why  the  civilian  payroll  office's  sched¬ 
ule  would  produce  an  extreme  financial  liardship 
for  the  employee.  Tlie  sujiporling  documents 
shall  include  s|>ecilic  details  concerning  income 
and  expenses  of  the  employee,  tlie  employee's 
spouse,  and  dependents  for  I  year  jireceding  the 
initial  demand  letter;  and  projected  income  and 
expenses  during  tlie  repayment  jwriod  [iroposed 
by  tlie  civilian  ['ayroll  office; 

c.  A  copy  of  the  records  the 
employee  intends  to  introduce  at  a  hearing;  and 

d.  In  the  case  of  oral  hear¬ 
ings,  a  list  of  witnesses  the  employee  intends  to 
call  and  a  suininary  of  their  anticiputeii  tesliino- 
ny. 

fj.  Civilian  Payroll  Office  Re¬ 
sponse  to  rXu  unieplatioii.  Upon  receipt  of  the 
documenl.ition  in  subparagraphs  ()K()3()7.B.4.  or 
1)80307.13.5.,  the  civilian  payroll  office  may  elect 
to  accept  the  allernalive  amount  pmposed  by  the 
employee.  If  so,  it  sliall  inform  the  employee  of 
that  acceptance  within  15  days  fniin  the  date  of 
receipt,  and  shall  begin  offset  at  the  new  reduced 
rate  immediately.  Ollierwise,  the  civilian  payroll 
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office  shall  follow  the  provisions  of  paragraph 
080305,  in  regard  to  determining  the  type  of 
hearing  to  be  conducted  and  the  submission  of 
the  required  material.  This  submission  must  be 
accomplished  no  later  than  15  days  following 
receipt  of  the  employee's  petition  and  must 
contain  the  following  information  in  addition  to 
the  materials  submitted  by  the  employee; 

a.  A  statement  setting  forth 
the  reasons  why  the  civilian  payroll  office's 
pniposed  offset  schedule  dtK's  not  pnxiuce  an 
extreme  financial  hardship;  and 

b.  In  the  case  of  oral  hear¬ 
ings,  a  list  of  witnesses  that  the  civilian  payroll 
office  intends  to  call  at  the  hearing,  and  a  sum¬ 
mary  of  their  anticipated  testimony. 

The  employee  must  also  be;  furnished  a  copy  of 
the  above  information.  Fending  the  results  of 
the  hearing,  the  civilian  payixill  ofiice  shall  be-gin 
offset  at  the  rate  staled  in  the  employee's  peti¬ 
tion.  The  detiaminalion  by  the  hearing  official 
should  be  self-explanatory.  If  the  employee's 
pioposed  rate  is  aecepli'd,  then  the  offset  already 
m  place  shall  be  reduced. 

080308,  Integ'.sl,  Penalties,  and  Adminislrative 
Costs 

A.  Cieiu’i'al.  The  preferred  meflwid  of 
liquidating  debts  owed  by  employees  or  formi;r 
employees  is  by  cash  remittance  for  the  full 
amount  of  the  debt  prior  to  the  due  date  ex- 
pnxssed  in  the  deiviand  U'tter.  Any  debt  or 
portion  of  a  del't  that  remains  unpaid  by  that 
dale  i.-;  suliject  t(j  the  ar.sessment  of  intere.st  and 
adminislrative  expenses  under  31  U.S.C.  3717 
(reference  (d)),  4  CM-'.R,  102.13  (reference  (bb)), 
and  5  C.l-.K,  550.]f04(ii)  (lelemnce  (1)).  Debts  or 
portion  of  debts  lhai  remain  outstanding  for 
more  than  00  days  following  tlie  due  date  are 
subject  to  pi'nallies.  The  following  subpam- 
graphs  discuss  the  computation  of  iitlei'csl, 
penalties,  and  administrative  costs,  as  well  as 
circumstances  under  which  such  costs  can  be  or 
should  be  waived.  All  collections  for  late  pay¬ 
ment  changes  (i.e.,  interest,  penallii  s,  and  admin 
istrative  costs)  are  di.'posited  to  the  appropriate 
miscellaneous  receipt  account  as  follow.-;; 


1.  Interest-3210,  General  Fund 
Proprietary  Receipts,  Defease  Military,  Not 
Othui  wi.se  Cla.ssified. 

2.  Penalties— 1009,  Fines,  Penal- 
Uo.s,  and  Forfeitures  Not  Otherwise  Classified. 

3.  Administrative  Costs— 1090, 
Fines,  Penalties,  and  Forfeitures  Not  Ollierwise 
Classified. 

B.  Interest.  Under  31  U.S.C.  3717 

(reference  (d)),  interest  is  accrued  or  asse.ssed. 
The  intent  of  interest  is  to  stimulate  prompt 
payment  of  debts  and  to  recover  the  cosl  of  the 
U.S.  Treasury  born)wing  necessitated  by  unpaid 
debts.  Any  debt  or  portion  of  a  debt  that  re¬ 
mains  unpaid  by  the  due  dale  specified  in  the 
demand  letter  is  subject  to  interest  charges. 
Interest  accrues  from  the  date  of  the  mailing  or 
hand  delivery  of  the  demand  letter  which  must 
contain  a  specific  notice  of  the  requirements 
concerning  interest,  penalties,  and  adminislrative 
costs,  but  will  be  waived  automatically  if  paid 
within  30  days  from  the  date  of  the  letter. 
Therefore,  it  is  not  necessary  to  compul;'  interest 
of  less  liian  30  days.  Tlie  rale  of  interest  as- 
.sesseu  will  be  tlie  rate  of  llie  current  value  of 
funds  to  the  U.S.  1  rea.sury.  This  rate  is  known 
as  the  Tieasury  tax  and  loan  rale,  and  is  pre¬ 
scribed  and  published  by  the  Secretary  of  the 
Treasury  annually  or  i|uarterly  per  31  U.S.C. 
3717  (reference  (d)).  This  rati>  will  be  announced 
by  Dl'AS  to  all  civilian  payroll  uffio.’S  each  time 
it  cl\anges.  Changes  in  the  rale  have  no  effect  on 
those  debts  which  began  accruing  interest  under 
a  previously  exisling,  rale.  The  rate  of  intervsl, 
as  initially  assessed,  shall  remain  fixed  for  the 
duration  of  the  indebti’dness  unless  the  repay- 
menl  agn-emenl  is  modified  or  nullified,  in 
which  case  the  rale  in  effect  at  the  time  of  a  new 
agreement  will  govern  the  remaining  lifetime  of 
the  debt.  For  example,  an  initial  demand  letter 
issued  in  the  month  of  .September  will  stale  the 
interest  rale  in  effect  at  that  time,  despite;  the 
knowledge  that  a  new  rate  may  Ik’  in  effect 
when  the  debt  Ix’comes  deliiy|uenl  in  October, 
t  he  rale  in  effect  in  SeptemU’r  sliall  then  contin¬ 
ue  to  lx*  used  for  the  lifetime  of  the  debt.  Ilie 
'ounf  of  interest  will  be  calculated  by  using 
the  formula  I  DN1\  I'he  1  n’presenls  the 
amount  of  interest;  D  mpresenls  the  principal 
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amount  of  the  debt;  N  represents  the  number  of 
days  in  the  computation  period;  and  F  represents 
the  interest  rate  per  day  (365-  or  366-day  year). 
Interest  should  not  be  charged  on  interest, 
penalties,  or  administrative  costs  (4  C.F.R. 
lQ2.l3(c))  (refemnee  (bb)). 

C,  Administrative  Costs,  These  cost; 
relate  only  to  delinquent  debts  as  defined  in  4 
C.F.R,  101.2(b)  (reference  (bb)).  They  are  as- 
.sessed  in  order  to  cover  expenses  incurred  in  the 
reawery  of  the.se  delinquent  debts.  A  debt  is 
delinquent  if  it  has  not  bt'c.n  paid  by  the  due 
date  specified  in  the  demand  letter  unless  other 
.sati.sfactory  payment  arrangements  have  been 
made  by  that  d.ite,  A  debt  is  delinquent  any 
time  thereafter  an  employee  fails  to  satisfy 
ohligations  under  a  payment  agreement.  There¬ 
fore,  the  civilian  payroll  office,  as  the  activity 
ntsponsible  for  tlie  collection  of  debts,  shall 
either  accumulate  actual  costs  or  conduct  cost 
analyses  whicii  eslahlish  anaverage  of  additional 
costs  incurred  against  delinquent  debts.  Sucli 
analyses  sliall  be  based  on  an  aggregate  of  otiwr 
DFAS  or  tXiD  civilian  [vyroll  offices.  Exiieases 
shall  be  limited  to  personnel  costs  and  specifical¬ 
ly  identifiable  overhead  items.  Tlie  crucial  factor 
is  that  the  civilian  jiayroll  office  must  Ik-  able  to 
justify  its  figures  based  on  costs  associated  only 
with  delinquent  dcbls  and  apportioned  over  tlie 
numlx;r  of  delinquent  debts.  The  recoupment  of 
administrative  expen.ses  takes  precedence  over 
the  collection  of  interest, 

D.  I’enalties.  A  penalty  of  6  percent 
a  year  sliall  be  assessed  on  any  debt  or  portiim 
of  a  debt  tliat  is  delinquent  for  iiuin'  tliun  60 
day:,  under  31  U.S.C.  .3717(c)(2)  (ivteirnce  (h)) 
and  4  t'.isK.  102, 13(e)  (reference  (ob)).  The 
charge  need  not  Ix'  calculated  until  the  61st  day 
of  delinquency,  but  shall  accrue  from  the  date  of 
delinquency.  Thu.s,  the  initial  penalty  sitall  be 
for  a  3-month  period  from  the  due  date  until  3 
niontlis  after  the  due  date.  A  debt  is  delinquent 
and  subject  to  penaltie.s  if  it  has  not  been  paid  liy 
the  due  date  specified  in  the  demand  letter 
unless  other  satisfactory  payment  arrangements 
have  been  made  by  that  date.  A  deiit  is  delin¬ 
quent  any  time  themafter  an  employi’e  fails  to 
.satisfy  obligations  under  a  payment  agreement. 


E.  Responsibility  for  Calculation.  In 
the  case  of  overpayments  of  pay,  the  civilian 
payroll  office  shall  have  the  respoasibility  for 
computing  interest,  penalties,  and  administrative 
costs.  The  civilian  payroll  office  shall  always  be 
responsible  for  calculating  administrative  costs 
which  arise  from  its  own  operation.  The  prima¬ 
ry  responsibility  in  connection  with  other  forms 
of  indebtedness  rests  with  the  activity  or  organi- 
/sttion  that  has  initial  responsibility  for  the 
recovery  of  the  debt.  When  transferring  a  debt 
to  the  civilian  payroll  office  for  salary  offset 
purpo.ses,  that  activity  or  organization  shall 
inform  the  civilian  paynall  office  of  the  follow- 
ing: 

1.  The  principal  amount  of  the 

debt; 

2.  The  interest  accrued  as  of  the 
dale  of  referral; 

3.  The  administrative  costs 
incurred  as  of  the  date  of  referral; 

4.  The  penalty  a.sses.sed  as  of  the 
date  of  referral; 

5.  The  interest  rate  applicable  to 

tire  debt; 

6.  Tlu!  dale  of  delinquency. 

I'he  Iraasferring  uetivity  or  organizalion  shall 
al.so  state  its  opinion  as  to  whether  further 
interest,  penaltie.s,  and  administrative  costs 
.should  be  waived. 

F.  IX'cisions  Not  to  Accrue  or  Assess 
Inteivsl,  renalties,  and  Adininisiralive  Costs 

1.  Tile  officiat  who  has  initial 
responsiliility  for  tlie  collection  of  a  debt  also  has 
the  msponsibility  for  determining  whether 
interest,  penalties,  and  adininisiralive  costs  are  to 
be  accrued  or  a.sses.sed.  Ihe  debt  eolleetion 
officiat  must  use  personal  judgment  in  advancing 
the  interests  of  the  Government,  while  giving 
proper  consideration  to  the  financial  interests  of 
the  employee.  IX'cisions  not  to  accrue  or  assess 
late  payment  eliarp.es  (i.e.,  interest,  penalties, 


DoD  Financial  Management  Regulation 

and/or  administrative  costs)  arc  made  on  z  case- 
by-case  basis  according  to  the  following  enteria; 

a.  When  a  debt  is  subject  to 
waiver  statutes  and  collection  action  is  suspend¬ 
ed  pending  outcome  of  the  waiver,  these  charges 
shall  not  accrue  or  be  assessed  while  the  waiver 
request  is  being  considered  and  finalized. 

(1)  Charges  accrued 
before  receipt  of  a  waiver  request  shall  not  be  as- 
■sessed  if  the  request  is  received  by  the  civilian 
payroll  office  within  30  days  of  mailing  of  the 
debt  notice  to  the  employee.  Tl>e  30-day  periixl 
is  extended  to  45  days  if  the  debt  notice  goes 
through  non-U, S.  mail  systems  or  is  sent  to  an 
APO/FPO  address. 

(2)  These  charges  shall 
not  accrue  or  be  assessed  on  any  part  of  a  debt 
principal  balance  that  is  waived. 

(3)  Charges  shall  again 
begin  to  accrue  on  any  portion  of  the  debt 
principal  not  waived  from  the  date  the  employee 
is  formally  notified  of  the  final  waiver  detenni- 
na  tion. 

b.  When  an  employee 
entitled  to  a  hearing,  petitions  for  a  liearing, 
these  charges  shall  not  accrue  fn)m  the  date  the 
petition  is  teceived  until  the  employee  is  formal¬ 
ly  notified  of  the  hearing  deeisit)n.  Chaiges  that 
accrued  before  the  petition  for  a  hearing  is 
received  shall  be  asse.ssed  on  that  portion  of  tlw 
debt  principal  uphi'ld  by  the  decision  of  the 
hearing  official, 

c.  Wlien  an  i-inployee  is 
entitled  to  and  has  petitioned  fora  hearing,  tltese 
diarges  shall  not  accrue  or  lx-  assessed  white  a 
debt  is  being  reconsidered. 

d.  When  the  debt  of  the 
employee  arose  under  tlie  tariff  laws  of  the 
United  States,  the  .Social  Security  Act,  or  the 
internal  Revenue  Code  of  l‘J54,  the.se  charges 
sliall  not  accrue  or  be  assessed. 
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these  charges  shall  not  accrue  or  be  assessed  by 
the  civilian  payroll  office  accomplishing  the 
collection  for  the  other  creditor  organization  or 
agency.  Note  that  the  creditor  organization  or 
agency  requesting  collection  assistance  has 
authority  to  accrue  and  assess  applicable  late 
payment  charges  and  these  charges  should  be 
included  in  the  total  amount  identified  for 
collection. 

f.  When  an  applicable 
statute  or  regulation  prohibits  application  of 
these  charges  to  the  debt  involved,  these  charges 
.shall  nut  accrue  or  be  asscs.scd. 

g.  When  these  chaiges 

would  not  be  in  the  best  interest  of  the  Govern¬ 
ment,  would  cause  extreme  hardship,  or  if  facts 
and  cirL-umstances  indicate  that  charges  accrued 
would  not  be  collected  per  subparagraph 

l)b0308.G.,  these  charges  shall  not  lx  assessed. 

2.  Blanket  dedsioas  not  to 

accrue  or  assess  late  payment  charges  aa  not 
authorized.  Documentation  shall  support  every 
decision  not  to  accrue  or  assess  these  chaiges.  If 
there  is  documentation  in  tlie  employee's  debt 
file  or  a.s.soeiuted  with  the  debt  iraasaction  that 
clearly  supports  and  explains  the  a'ason(s)  for 
the  decision  not  to  accrue  or  assess  these  charg¬ 
es,  no  further  dcxurnenlation  is  aquiix-'d.  An 
exception  is  tire  aquireinent  in  subparagraph 
()H()30!S.F.l.g.  above. 

G.  Decisions  Not  to  Collect  Inlrirest, 
Penalty,  and  Administrative  Costs.  Once  ac¬ 
crued  and  assessed,  these  chargirs  sliall  normally 
be  collected.  However,  a  division  not  to  collect 
these  charges  can  be  made  on  a  case-by-case 
basis  by  the  official  who  has  the  Initial  responsi¬ 
bility  for  the  collection  of  the  debt.  The  decision 
not  to  collect  shall  be  documented  and  retained 
in  the  official  debt  file.  Blanket  decisions  not  to 
coiiect  interest,  penalty,  or  adminisii'aiive  diaig- 
cs  are  not  authorized.  The  following  ari.‘  exam¬ 
ples  of  when  the  civilian  payroll  office  would 
normally  decide  not  to  collect  these  charges: 

I,  The  amount  of  the  debt 
principal  is  Ixdow  tlie  dollar  limit  imposed  by 
n'gulalion  for  write  off. 


e.  Wtien  the  civilian  payroll 
office  is  requested  to  collect  a  debt  for  another 
IToD  creditor  organization  or  Federal  agency. 
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2.  The  debt  is  paid  within  ^0 
days  of  notification.  Intcre.st  shall  not  be  collect¬ 
ed  on  a  debt  or  on  any  part  of  a  debt  paid 
within  30  days  after  the  date  interest  began  to 
accrue.  The  30-day  period  can  b<>  extended  for 
an  additional  30  days  on  a  case-by-case  basis. 

3.  Collection  of  these  charge.s 
would  be  against  equity  and  good  conscience  or 
not  in  the  best  interest  of  the  Government;  and 

a.  These  charges  accrued 
and  were  asse.ssed  on  a  debt  principal  balance 
that  was  incurred  through  no  fault  or  lack  of 
good  faith  on  the  part  of  the  empli.'yee;  or 

b.  Financial  inability  of  the 
employee  to  pay  the  accrued  and  a.ssessed 
charges  within  a  reasonable  period  of  time;  or 

c.  The  underlying  uebt 
principal  balance  has  lieen  waived  by  the  appro¬ 
priate  authority  or  other  administrative  review 
process  such  as  hearing  or  reeoasideralion  has 
determined  that  it  is  not  valid;  or 

d.  Reasonable  doubt  exists 
concerning  the  CKjvenunent's  ability  to  prove 
that  charges  are  owed  bt.-cau.se  of  tire  issues 
involved  or  a  bona  fide  dispute  as  to  fads;  or 

e.  The  amount  of  chargi's 
that  could  be  collee'ed  is  less  than  the  eoiU  of 
collection;  or 

f.  Keasonabli'  effoit.s  to 
locale  the  employee  huvt>  been  unsuccessful. 

()H()3()U.  Co!leclion.s  Froiii  I'inal  Salary  and 
Lump-, Sum  raynients.  Under  31  U.S.C.  371() 
(reference  (d)),  when  an  employee  separates  by 
resignation,  R'tiremenL  deatii,  or  lerininufion  of 
appointment,  final  pay  including  lump-sum 
leave,  shall  be  applied  m  full  or  in  pari  to  the 
extent  nece.ssary  to  recover  an  mdebtedness. 
Unpaid  compensation  due  deceased  imp'oyei’S 
shall  also  be  applied  to  the  liquidation  of  an 
indebtiidne.ss.  If  a  debt  balance  for  a  deceased 
employee  n'lnains  a^ter  offsetting  final  pay,  do 
not  pursue  collediop  from  the  einployi'c's  liene- 
ficiary.  Forward  the  debt  case  to  the  IXTense 
tX'hl  and  Claims  Management  office  of  the 


appropriate  DFAS  Center  as  an  uncollectible 
debt  to  be  written  off.  Other  payments  due  from 
any  source,  such  as  amounLs  claimed  for  travel 
and  transportation  can  also  be  applied.  See  5 
U.S.C.  5514(a)(1)  (reference  (b)),  4  C.F.R,  102.4 
(lefenmce  (bb)),  and  5  U.S.C.  5705  (reference  (b)). 

A.  When  an  employee  separates  by 
resignation,  retirement,  deatir,  or  termination  of 
appointment  before  collection  of  a  debt  is  com- 
ploled  and  collections  against  current  salary  are 
being  made,  either  voluntarily  or  involuntarily 
under  5  U.S.C.  5514  (reference  (b)),  the  15  per¬ 
cent  limitiilion  on  dispo.sable  pay  does  not  apply 
(64  Comp,  Gen.  d07  (1985))  (reference  (p)). 
Instead,  apply  final  .salary,  including  the  amount 
payable  for  lump-sum  leave,  to  the  extent  neces¬ 
sary  to  liquidate  the  debt. 

H.  When  an  employee  separates  by 
resignation,  retirement,  death,  or  termination  of 
appointment,  and  there  are  no  pn;ceding  collec¬ 
tions  being  made  from  curamt  salary  under  the 
authority  of  5  U.S.C.  5514  (reference  (b)),  collec¬ 
tion  of  the  debt  is  treated  as  an  admini.strativc 
offset  under  31  U.S.C.  3716  (reference  (d)).  All 
nio.,ey  payable  to  the  employee  may  be  applied 
to  collect  the  debt.  In  these  ca.ses,  tmiplivyees 
niu.st  he  provided  written  notification  advi.sing 
them  of  the  following: 

1.  The  fact  that  all  final  pay 
shall  lx‘  applied  to  the  unliquidated  debt  lialanci*. 

2.  T  he  reason  lor  the  debt  and 
tlie  debt  amount. 

.T.  An opporluiiily  loin.spectund 
copy  llu:  ngei'.cy'.s  reiords  relating  to  the  debt. 

4.  The  rights  available  to  the 
employee,  such  as  reconsideration  oi'  waiver,  and 
the  lime  period  (usually  31)  calendar  days)  and 
the  method  hm  requesting  these  actions.  The 
civilian  payroll  office  is  not  required  to  pntvide 
the  employee  an  opportunity  hir  a  hearing  or 
administrative  review  a.s  explained  in  paragraph 
()8()3t)5. 

5.  An  opportunity  to  n'pay  the 
full  amount  of  the  debt  or  enter  into  a  written 
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repayment  agreement  in  lieu  of  offset  from  final 
pay. 

C.  CoUectionof  an  indebtedness  from 
an  employee's  severance  pay  is  permissible 
under  31  U.S.C,  3716  (reference  (d)).  Since  this 
statute  has  no  limit  on  the  maximum  rate  of 
collection,  all  money  due  and  payable  to  the 
employee  by  the  Government  is  subject  to  offset. 
Since  severance  pay  represents  wages  credited  to 
the  employee's  account  even  if  offset  under  31 
U.S.C.  3716  (reference  (d)),  compute  the  deduc¬ 
tions  to  be  taken  from  severance  pay  before 
offset.  Tax  statements  should  be  prepatx^d  in 
accordance  with  the  rules  set  out  in  Revenue 
Ruling  79-311, 1979-2  Cumulative  Bulletin  25.  It 
is  the  net  amount  that  is  available  for  adminis¬ 
trative  offset  under  31  U.S.C.  3716  (reference  (d)). 
In  addition,  under  5  C.F.R.  5H1.10,3  (reference  (1)), 
severance  pay  is  subject  to  court-ordered  gar¬ 
nishments  (for  alimony  child  support,  and 
commereial  debts). 

D.  Offset  under  Section  3716  of  31 
U.S.C.  (reference  (d))  may  not  be  used  to  collect 
debts  for  State  and  local  govummenl'':  or  debts 
arising  from  payments  made  under  the  Social 
Security  Act  (refenince  (/,)),  the  Internal  Revenue 
Code  (reference  (/)),  or  the  tariff  laws  of  the 
United  States.  Sec  31  U.S.C.  3716(c)(2)  (reference 

m 

080310.  Refunds.  When  at  any  point  in  the 
debt  eolU’ction  process,  tlie  debt  is  waived  or 
successfully  recoasidered  ore)therwise  found  not 
to  lx-  due  the  United  States  (unless  exjirossly 
prol'ibited  by  statute  or  n^gulation),  a  prompt 
refund  shall  be  made  of  all  amounts  collected 
prior  to  that  determination.  A  ri’fmid  sliall  also 
br*  made  if  directed  by  an  administrative  or 
judicial  order.  Amounts  of  valid  debts  coilee  ted 
improperly  shall  be  refunded  if  requested  by  the 
employee.  For  example,  if  collections  c'xeeeding 
15  percent  of  disposable  pay  were  made  due  to 
an  error  in  the  computation  of  disposable  pay, 
the  employee  may  request  and  receive?  a  ix'fund 
of  the  difference  beiwe'cn  the  amounts  collected 
and  the  amounts  that  were  properly  withheld. 
Refunds  shall  not  be*  made  under  any  other 
circumstances.  Refunds  shall  not  bear  interest, 
but  interest  already  collected  may  l>c  refunded 
along  with  the  principal  amount. 


0804  RECOVERY  OP  OVERPAYMENTS  OF 
PAY  AND  ALLOWANCES  FROM  TRANS¬ 
FERRED  OR  FORMER  DoU  EMPLOYEES 

080401.  General.  The  instructions  contained  in 
this  paragraph  apply  regardless  of  the  point  in 
the  debt  collection  cycle  when  separation  occurs. 
For  example,  the  employee  may  separate  while 
iastallment  liquidations  are  taking  place,  while  a 
waiver  request  is  being  considered,  while  a 
petition  for  a  hearing  is  pending,  or  while  the 
written  demand  letter  is  being  prcpaied.  If,  due 
to  subsequent  events,  the  indobledne.ss  is  nulli¬ 
fied,  a  refund  shall  be  made  fur  amounts  with¬ 
held  from  both  current  and  final  pay.  These 
refunds  shall  be  made  without  requiring  a  claim 
from  the  former  employee.  Unfinished  actions 
shall  be  terminated  in  the  case  of  hearings 
regarding  the  amounts  of  involuntary  offsets. 
All  other  action!)  shall  continue. 

080402.  Transfer  Witltin  the  DoD  tliat  Ri!sulls 


A.  In  accordance  with  5  C.F.R. 
5S0.1108  (reference  (1)),  the  losing  civilian  payroll 
office  shall  advise  the  gaining  civilian  payroll 
office  by  letter  of  the  following  information: 

1.  The  identity  of  the  indebted 

employee; 

2.  'fhe  amount  of  the  debt, 
including  assessments  of  interest,  penalties,  and 
administrative  experese.s,  when  appropriate; 

3.  The  accounting  classification 

for  credit; 

4.  Till'  nature  of  the  debt,  and 
tile  original  due  date  (generaliy  30  days  fmni  the 
initial  demand  leiiet); 

5.  Copies  of  all  corresponiiunit' 
sent  to,  or  received  from,  the  employee,  includ¬ 
ing  waiver  requo.s Is,  hearing  petitioas,  decisioas 
on  waiver  requests,  and  determinations  of  hear¬ 
ing  official!); 

6.  The  original  of  any  voluntary 
pay  tiffset  thori/.atioas.  If  none  exists,  a 
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statement  of  the  biweekly  percentage  of  involun¬ 
tary  offsets  must  be  included; 

7.  The  date  the  right  to  collt!ct 
the  debt  first  occurred.  Generally  this  is  the  date 
the  overpayment  occurred.  However,  if  offset 
has  already  begun,  the  date  of  the  last  offset 
shall  be  given; 

8.  A  statement  regarding  the 
status  of  any  unfinished  actions  which  may  be 
pending.  When  such  action  k  completed,  the 
gaining  civilian  payroll  office  wili  be  advised 
immediately; 

9.  A  request  that  the  offset  be 
accomplished  or  continued, 

10.  A  copy  of  DD  i'omi  2481, 
"Request  for  Recovery  of  Debt  Due  the  United 
Stales  by  Salary  Offset,"  properly  completed  and 
certified. 

B.  Upon  a'ceipl  of  the  above  infor¬ 
mation,  the  gaining  civilian  payroll  office  shall 
assume  full  respoasibility  for  collection  of  the 
debt  pending  nrceipt  of  previously  unfinislied 
actions  as  indicated  in  subparagraph  ()804()2.A.8. 
Any  agreements  reached  regarding  periodic 
installment  repayments  or  the  decision  not  to 
accrue  or  assess  interest,  penalties,  and  admini.s- 
trative  expenses  (see  paragraph  0803(18)  shall  be 
binding  on  the  gaining  civilian  payroll  office.  If 
the  debt  is  subject  to  interest,  the  gaining  civilian 
payroll  office  shall  make  the  necessary  computa¬ 
tions.  Installment  deductions  already  begun 
shall  continue  uninterrupted. 

OS0403.  Transfer  to  Another  Government 
Agrrnev.  When  an  employee  transfers  to  another 
agency  outside  tire  DoD,  forward  the  debt  case 
to  the  rtefeiLse  Debt  and  Claims  Management 
office  of  the  appropriate  DFAS  Center  for  collec¬ 
tion. 

080404.  Recovery  fnim  Retirement  Funds 

A.  Action  by  the  Civilian  Payroll 

Office 

1.  Qmerid.  If  the  amounts  with¬ 
held  from  the  sources  described  in  paragraph 


080309.  arc  still  inadequate  to  satisfy  the  indebt¬ 
edness,  the  civilian  paymll  office  shall  apply  to 
OPM  for  monies  which  are  due  and  payable  to 
the  separated  employee  from  the  Civil  Service 
Retirement  and  Disability  Fund  or  FERS  basic 
benefits.  The  procedures  in  this  subparagraph 
apply  only  when  the  fonner  employee  has  been 
pajvided  the  due  process  fights  enumerated  in 
section  0803.  See  5  C.F.R.  831.1801-831.1808 
(reference  (1))  and  5  C.F.R.  845.401-84.8.408  (refer¬ 
ence  (I)). 

2.  S:ope.  The  procedures  con¬ 
tained  in  this  subp'iragraph  apply  to  all  debts 
which  the  civilian  payroll  office  was  collecting 
on  behalf  of  the  EXiD  with  the  exception  of  debts 
resulting  from  an  individual's  failute  to  pay 
health  benefit  premiums  while  he  or  she  was  in 
a  nonpay  status  or  while  his  or  her  .salary  was 
not  sufficient  R>  cover  the  cost  of  premiums. 
The.se  procedures  are  covered  in  .8  C.F.R. 
845.405(b)(4)(i)  (reference  (I)). 

3.  Notice  to  the  Employee. 
Immediately  pricer  to  sending  a  debt  claim  to 
OI’M,  the  civilian  payroll  office  shall  notify  the 
employee  in  writing  that  the  claim  is  being  sent 
for  offset  against  the  Civil  Service  Retirement 
and  Usability  Fund  or  FERS  basic  benefits,  The 
letter  shall  stale  the  amount  of  the  debt  at  sepa¬ 
ration,  the  amount  recouped  from  final  pay  and 
other  sources,  and  the  balance  due.  The  letter 
shall  also  inform  the  employee  that  if  he  (^r  she 
makes  full  payment  of  the  unrecouped  portion, 
tl\e  claim  shall  be  dropped.  Subparagraph 
080307. A. 2.b.  contains  general  guidance  regard¬ 
ing  the  acceptability  of  repayment  offets<.  Only 
in  the  rarest  ot  cases  should  the  iastallinent 
period  exceed  3  years.  It  is  preferable,  but  not 
essential,  that  an  agreement  be  reached  prior  to 
submission  of  the  claim.  In  the  absence  of  an 
agreement,  a  decision  shall  be  made  based  on 
the  facts  available,  and  the  decision  communicat¬ 
ed  on  the  claim.  See  5  C.8.K.  845.401-84.8,408 
(reference  (I)). 

4.  Submi.s.sion  of  Claims  to 
OPM.  Claims  shall  be  submitted  to  OI’M  in 
accordance  with  5  C.F.R,  845,40.8(b)(5)  (reference 

(I)). 
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a .  Complete  Claims. 
ClairiiS  shall  be  made  on  an  SF  2805,  "Request 
for  Recovery  of  Debt  Due  the  United  States," 
which  will  be  prepared  in  duplicate.  Submission 
will  be  made  to  the  Office  of  Personnel  Manage¬ 
ment,  Retirement  and  Insurance  Croup,  Employ¬ 
ee  Service  and  Records  Center,  Boyers,  PA  16017. 
Attached  to  the  SF  2805  will  be  a  copy  of  the 
employee  notification  prepared  in  accordance 
with  subparagraph  080404.  A.3.  and  two  copies  of 
the  following  signed  cciiification; 

(1)  A  statement  that  the 
debt  is  owed  to  the  United  State.s; 

(2)  The  amount  and 
reason  for  the  debt  and  whether  additional 
interest  accrues.  Refer  to  paragrapli  080308. 
Note  that  for  those  debt.s  that  are  subject  to 
interest  beyond  that  aheady  calculated,  the 
civilian  payroll  office  must  advise  0PM  of  the 
dollar  value  of  the  additional  accrual; 

(3)  The  dale  the  Gov- 
emmont's  right  to  collect  the  debt  first  accrued; 

(4)  A  statement  that  the 
civilian  payroll  office  has  complied  with  the 
applicable  statule.s,  regulations,  and  0PM  proce¬ 
dures; 

(5)  A  promise  that  if  a 
competent  administrative  or  judicial  authority 
issues  an  order  directing  OPM  to  pay  the  em¬ 
ployee  an  amount  previously  paid  to  the  DoD 
(regardless  of  the  reasons  behind  the  order),  the 
DoD  shall  reimburse  OPM  or  pay  the  employee 
directly  within  15  days  of  the  date  of  the  order; 

(6)  A  listing  by  dale  of 
the  actions  taken  pursuant  to  section  0803, 
Copies  of  the  correspondence  are  not  required. 

OPM  is  aware  that  civilian  payroll  offices  will 
not  be  able  to  obtain  the  employee's  coasent  to 
the  collection  in  every  case;  therefore,  such 
claims  from  civilian  payroll  offices  shall  be 
honored  upon  receipt  of  the  civilian  payroll 
office's  certification.  However,  every  attempt  to 
obtain  the  employee's  consent  should  be  made 
when  the  process  has  resulted  in  a  compromised 
amount  (an  amount  les.s  than  the  total  debt)  or, 


in  the  case  of  ?n  annuitant,  a  specific  monthly 
installment  is  agreed  upon. 

b.  Incomplete  Claims. 
Occasionally  a  separation  may  tx:cur  before  due 
process  procedures  or  the  actions  in  paragraph 
080309.  have  been  completed.  In  other  instances, 
the  civilian  payroll  office  may  be  required  to 
submit  the  indebted  employee's  SF  2806/3100 
before  the  pi-oper  amount  of  offset  from  the 
employee's  monthly  annuity  has  been  deter¬ 
mined.  In  such  cases,  it  must  notify  OPM  in 
order  to  prevent  payment  to  the  employee.  This 
is  particularly  important  when  the  employee  Is 
entitled  to  a  refund  of  his  or  her  contributions. 
Notification  shall  be  effected  by  a  remark  in 
Column  8  of  the  SF  2806/310(1.  Accompanying 
the  SF  2806/3100  shall  be  a  statement  that  the 
debt  is  owed  to  the  United  States,  the  date  the 
debt  first  occurred,  and  the  basis  for  and  amount 
of  the  debt. 

5.  Transfer  of  IX'bt  Case.  Once 
the  SF  2805  lias  been  sent  to  OPM,  the  tlebt  shall 
be  traasferred  to  the  Defense  Debt  and  Claims 
Management  office  of  »he  appropriate  DFAS 
Center  in  accordance  with  paragraph  080405. 

13.  Action  by  OPM 

1.  Refunds 

a.  Complete  Claims.  If  a 
refund  ha.s  already  been  paid,  the  civilian  payroll 
office  submitting  the  SF  2805  shall  be  advised 
that  no  monies  an.’  available  for  application 
against  the  indebtedness.  If  the  employee's 
application  has  been  received,  but  not  yet  pro¬ 
cessed  at  the  time  a  complete  claim  is  received, 
OPM  shall  honor  the  claim  and  make  remittance 
to  the  civilian  payroll  office.  If  the  employee  has 
not  applied  for  a  refund,  the  civilian  payroll 
office  shall  be  advised  that  its  claim  will  be 
retained  pendi.ng  a  future  application.  If  the 
application  is  received  more  than  1  year  follow¬ 
ing  the  date  of  the  SF  2805,  the  civilian  payroll 
office  shall  l»e  contacted  to  verify  that  the  debt  i.s 
still  current.  If  the  debt  has  been  transfermd  per 
paragraph  080405,,  the  civilian  payroll  office 
shall  refer  such  inquiries  to  thi?  gaining  office.  If 
the  civilian  payroll  office  has  not  yet  traasferred 
the  debt,  but  has  still  not  made  full  collection,  it 
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must  contact  the  employee  to  provide  him  or  her 
the  opportunity  to  establish  whelhcr  his  or  her 
changed  financial  circumstances  would  make  the 
offset  unjust.  A  decision  whether  to  pursue  the 
offset  or  to  attempt  collection  by  other  means 
shall  be  made  based  on  the  employee's  rcspon.se. 
As  a  general  rule,  the  offset  shall  be  pursued 
unless  the  success  of  alternative  collection  acti-.m 
is  relatively  certain. 

b.  Incomplete  Claims.  If 
the  employee  has  filed  an  application  for  a 
refund,  the  civilian  payroll  office  shall  he  noti¬ 
fied.  It  will  be  given  12t)  days  from  the  date  of 
notification  to  furnish  a  complete  claim.  This 
deadline  may  be  extended  by  an  additional  60 
days  if  the  civilian  payroll  office  so  requests. 
Failure  to  meet  the  deadline  or  extended  dead¬ 
line,  if  applicable,  shall  result  in  payment  to  the 
employee  from  the  employee's  refirenienl  funds. 

2.  Annuities 

a.  ConuileteCl.iiins.  When 
possible,  OTM  will  make  a  one-time  offset 
agaiast  the  retiree's  annuily  paynieiil  in  accor¬ 
dance  with  .5  C.F.R.  84.5.407  (reference  (1)),  How¬ 
ever,  if  liquidation  of  the  debt  would  require 
offset  of  inoa-  than  50  percent  of  the  retiri'c's  net 
monthly  annuity,  installment  deductions  are 
required.  All  installmenl  deduclioits  should 
easurc  liquidation  within  3  years.  For  debts 
which  are  subject  to  continuing  inlerest  jiay- 
nients  (see  paragraph  08030H),  OI'M  must  be 
advi.sed  of  the  new  amount  of  tlie  debt  at  least 
yO  days  prior  to  the  final  payment.  Whetlier  the 
debt  is  repaid  by  one-time  offset  or  liy  install¬ 
ment  deductions,  OI'M  will  lii'giii  (he  process  for 
the  next  available  annuily  payment  following  its 
receipt  of  the  completed  claim,  it  the  monthly 
annuily  payment  has  not  yet  been  established, 
offset  will  iK'gin  witli  the  first  regular  annuity 
payment.  Offsets  shall  not  be  made  against 
advance  annuity  payments.  As  in  tlie  case  of 
refunds,  offsets  are  dependent  on  tlie  receipt  by 
OPM  of  an  application  by  llie  retiree.  .SFs  286.5 
received  in  advance  of  applicalions  .shall  he 
retained  pending  receipt  of  (he  applications.  If 
any  application  is  received  more  than  1  year 
following  receipt  of  tlie  .Si-  2805,  OPM  will 
contact  the  civilian  payroll  office  in  order  to 
determine  the  current  status  of  the  debt,  if  tlie 
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civilian  payroll  office  has  tran.sferred  the  debt  in 
accordance  with  paragraph  080405.,  the  inquiry 
will  be  rcfoircd  to  the  gaining  office  for  re¬ 
sponse.  If  fhe  debt  has  not  Ixjcn  transferred,  see 
.subparagraph  080404.B.l.a,  for  the  requirement 
for  determining  whether  the  retiree's  changed 
financial  conditions  would  make  the  offset 
unjust. 

b.  Incomplete  Claims. 
Unlike  the  .situation  that  prevails  in  the  case  of 
refunds,  OPM's  processing  of  annuity  applice- 
liorcs  shall  not  be  affected  by  receipt  of  an  in- 
complete  claim  from  the  civilian  payroll  office. 
When  such  a  claim  is  received,  the  civilian 
paymll  office  will  be  advised  to  complete  the 
piticedurc’s  nece.ssary  to  file  a  completed  claim. 

080405.  Post  Senaretion  Keeoverv  Aclion.s 

A.  Debts  of  personnel  who  are  not 
current  DoD  employees  shall  be  transferred  to 
the  Defense  Debt  and  Claims  ManugemenI  office 
of  the  appropriate  DFAS  Center  in  accordance 
with  established  procedures.  All  transfer!;  shall 
include  the  following; 

J .  The  employee's  full  name  and 

S.SN. 

2.  The  employee's  last  known 
mailing  address. 

3.  The  dale  of  Ilie  employee's 
.scpuralion/p’tireiiumt. 

4.  The  amount  of  liie  debt 
including  principal,  inleresl,  penailies,  and 
administrative  cosis, 

5.  Copies  of  all  correspondenee 
related  to  tlie  case. 

6.  The  accounting  das-sification 
for  credit,  including  amouriLs  for  interest,  penal- 
lie.s,  and  administrative  exj^enses  when  applica- 
i.le. 

7.  The  dale  the  debt  was  origi¬ 
nally  due,  as  staled  in  the  demand  letter. 
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B.  For  out-of-service  debts  collected 
by  the  Defense  Deb(  and  Clainvs  Management 
office,  pertinent  data  shall  be  provided  to  the 
civilian  payroll  office  to  affect  the  necessary 
changes  (i.e.,  SF  .2812,  SF  2806/3100,  Form  W-2, 
Form  941,  etc.). 

0805  RHCOVERY  OF  OTHER  D^^D  DEBTS 

080501.  General.  While  the  civilian  payroll 
office  is  responsible  for  providing  the  required 
debt  notification  to  the  employee  before  collect¬ 
ing  an  overpayment  of  pay  and  allowances  paid 
by  the  civilian  payroll  office  under  5  C.F.R. 
550.1108  (reference  (1)),  other  creditor  organiza¬ 
tions  (such  as  employing  agencies)  and  furiction- 
al  areas  outside  civilian  pay  must  certify  comple¬ 
tion  of  duo  process  requirements  to  the  civilian 
payroll  office  when  requesting  involuntary  salary 
offset  to  collect  a  debt  that  originated  outside  the 
civilian  payroll  office.  In  general,  the  civilian 
payroll  office  shall  not  question  the  merits  of 
debts  originating  outside  the  paymll  office. 

080502,  Collections  of  Unearned  Advance  Per 
Diem  and  Mileatte  Allowance  and  Unearned 
Tenir)t)rarv  Quarters  .Subsistence  F.xnegse 

A.  Under  5  U.5.C.  5705  (reference 
(b)),  a  Federal  employee  who  is  entitled  to  per 
diem  or  mileage  allowances  may  receive  a  travel 
advance.  Any  amounts  of  the  travel  advance 
that  are  not  used  for  allowable  expen.ses  are 
requited  to  be  collected.  The  travel  funetiona! 
area  gives  the  emphtyee  an  opporluiiily  to  pay 
the  amount  due  immediately.  If  immediate 
payment  is  not  made,  offset  may  lx  made 
against  all  accrued  pay,  retirement  crettit,  ot  any 
other  amounts  due  the  employee,  williout  limitu 
tion,  as  long  as  the  offset  does  not  cause  extreme 
financial  hardship.  Generally,  for  purpo.ses  of 
this  paragraph,  the  guidance  on  extreme  finan¬ 
cial  hardship,  as  discussed  in  Volume  5,  para- 
grap^h  300208  cil  tht.s  Regujuticin,  applies.  The 
civilian  payroll  office  is  notified  in  writing  of 
these  debts.  A  copy  of  the  employee's  signed 
repayment  agreement  is  sent  to  the  civilian 
payroll  office,  when  applicable. 

B.  The  debt  shall  be  collected  in  one 
lump-sum  or  in  installments  in  accordanee  'vitli 
the  employee's  signed  voluntary  repayment 


agreement  or  written  iivstructioas  provided  by 
the  travel  functional  area  or  the  employing 
activity. 

080503.  Ovemavment  of  Travel  Allowances. 
Salary  offset  is  authori/cd  subject  to  the  limita- 
lions  of  up  to  15  percent  of  disposable  pay  (see 
subparagraph  080307.B.2.)  for  debts  owed  for  an 
overpayment  of  travel  allowances.  An  official 
must  certify  to  the  civilian  payroll  office  on  DD 
Form  2481  that  due  process  has  been  performed 
under  5  U.S.C.  5514  (reference  (b))  or  other 
applicable  regulation. 

080504.  Excess  Costs  Due  to  Shipment  of 
Personal  Property.  ,A  debt  for  excess  cost  is 
created  when  an  employee's  slripment  of  person¬ 
al  property  exceeds  the  authorized  weight  allow¬ 
ance.  If  an  employee  has  excess  cost,  a  DD  Form 
2481  is  received  by  the  employee's  civilian  pay¬ 
roll  office  to  make  collection  under  5  U.S.C. 
5724(a)(2).  The  collection  of  such  excess  costs 
from  an  employee's  pay  record  is  considered  a 
voluntary  offset,  since  the  employee  sigas  DD 
Form  1299,  "Application  for  Shipment  and/or 
Storage  of  Personal  Properly,”  befoa  the  actual 
shipment  of  the  property,  .agreeing  to  repay 
excess  costs  caused  by  the  personal  property 
shipment. 

A.  Upon  receipt  of  the  DD  Form 
2481,  the  civilian  payroll  office  notifies  the 
employt.x!  of  the  indebledness.  The  employee 
has  30  days  h)  submit  a  ^consideration  letter, 
make  a  cash  payment,  or  make  arrangements  for 
a  'nduntary  repayment  plan  thiough  payroll 
deduction. 

b.  A  n'considerjtion  letter  may  lx‘ 
sulirnitted  by  an  employee  when  that  employee 
believes  the  excess  co.st  charges  are  incorrect. 
The  employee  forwards  such  letter  to  his  or  her 
employing  activity's  transportation  management 
reprr'sentutivix 

C.  After  the  adjudication  of  the 
a-considerafion  lidter,  the  civilian  payroll  office 
is  notified  to  begin  collection  of  any  balance  due. 
While  Ibere  is  no  limitation  on  the  amount  that 
can  be  withheld  under  such  a  voluntary  offset, 
(he  civili.ui  (Myroll  office  sliall  determine  a 
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repayment  schedule  that  ptx)tects  both  the  Gov¬ 
ernment’s  and  the  employee's  financial  interests. 

080505.  Collection  of  Employee  Training  Ex¬ 
penses.  When  an  employee  fails  to  fulfill  a 
training  agreement  and  the  employee  does  not 
repay  the  employing  activity  voluntarily,  collec¬ 
tion  of  training  expenses  from  the  employee's 
pay  account  is  authorized  under  5  U.S.C.  4108 
(mfercnce  (b)).  In  accordance  with  5  C.F.R. 
410.500  (a'ference  (1)),  the  employing  activity 
must  give  the  employee  the  opportunity  to 
lequest  a  reconsideration  of  the  amount  to  be 
recovered  or  to  appeal  for  a  waiver  of  the 
activity's  right  to  recover. 

A.  Documents  re'quired  to  support 
this  type  of  collection  are; 

1.  A  copy  of  DD  Fonn  155ti, 

"Request,  Authorization,  Agreement,  Certification 
of  Training  and  Reimbursement,"  showing  the 
employee's  signed  coasent  .o  the  terms  of  the 
training  agreeinent.  ^ 

2.  A  copy  of  at  least  one  de¬ 
mand  letter  to  the  employee  by  the  training 
office  that  pursued  voluntary  repayment  of  the 
training  costs. 

B.  'I'he  civilian  paywII  office  forwards 
a  copy  of  the  document  identilied  in  subpara¬ 
graph  0805()5.A.  lo  the  employee  with  writlen 
notificalion  advising  the  employee  of  the  payroll 
deduction  amount  and  the  pay  period  deduction 
will  start. 

08050(1.  Collection  l^o^  Keiuirts  <it  Survey  (also 
known  as  Government  rninertv  l.osl  or  Dain- 
aeedi  Debts.  Report  of  survey  channels  as 
prescribed  in  the  Component  regulations  must 
be  exhausted  before  involuntary  salary  offset 
under  5  U.S.C.  5514  (reference  (b))  is  invoked. 
Collections  received  from  employees  are  cn'dited 
to  the  receipt  account  eslablisl’.ed  for  recoveries 
of  Covemment  property  lost  or  damaged.  How¬ 
ever,  if  the  property  i.s  either  stock  or  industrial 
funds,  the  eolleclions  are  eivdited  lo  that  apjmi- 
priate  fund. 

08()5()7.  Unofficial  Telephone  l.'se.  Vv'lie;, 
directed  by  the  telephone  officer  and  subject  to 


the  telephone  officer's  certification  on  DD  Fonn 
2481  that  due  process  has  been  performed  under 
5  U.S.C.  5514  (reference  (b))  or  other  applicable 
regulation,  the  civilian  payroll  office  will  effect 
salary  offset  from  employees  who  have  incurred 
liability  for  unofficial  use  of  Government  tele¬ 
phones.  Offsets  are  subject'to  the  limitations  of 
up  to  15  percent  of  disposable  pay  (see  subpara- 
graph  080307.B.2.). 

U8U508.  Hospital  Bills.  Salary  offset  is  autho¬ 
rized  subject  to  the  iimitatiorLs  of  up  to  15  per¬ 
cent  of  disposable  pay  (see  subparagraph 
080307.6.2.)  for  debts  owed  to  DoD  Component 
hospitals.  An  official  designated  by  the  hospital 
must  certify  to  the  civilian  payroll  office  on  DD 
Fomi  2481  lhal  due  process  has  been  performed 
under  5  U.S.C.  5514  (reference  (b))  or  other 
applicable  regulation. 

080509.  Commis.sarv  Slores.  Subject  to  the 
limitations  of  up  to  15  percent  of  disposable  pay 
(.see  subparagraph  080307.112.)  and  under  a 
certifiealiun  of  due  jin>cess  on  DD  Form  2481  by 
an  appropri.ile  official  of  the  commissary  store, 
salary  offset  will  be  initiated  in  the  ease  of 
employees  who  are  indebled  to  the  Defense 
Commissary  Agency  for  reasons  such  as  having 
Issued  dishonored  personal  checks. 

080510.  Court  Fees.  Under  certain  circuni 
stances,  employees  refund  fees  received  from  a 
court  for  .service  as  a  juror  or  a  witne.ss  (.see 
.section  051.3).  Table  5-4  pixivides  guidance  on 
absences  of  employees  and  retention  of  fees  in 
eonneelion  witli  court  leave.  Fees  can  be  eolleel- 
ed  by  cash  refund  or  by  payroll  deduction.  See 
Comp.  Gisi.  6  179 if.  1,  August  29,  1973,  and 
Comp.  Gen.  H-21949(),  laiiuary  22,  I98()  (reference 
(p)).  Under  5  U.S.C.  5515  (reference  (b)),  eollecl- 
ed  fees  are  to  be  refunded  to  the  appropriation 
or  fund  from  wlueh  llie  employi’c  is  paid. 

0805 1 1 .  Double  Neeoliation  of  U.S.  Tieasurv 
Qicei  s.  The  disbursing  officer  coasiders  negoti¬ 
ation  of  an  original  check  whieli  lias  been  re¬ 
placed  by  a  recertified  cheek  as  being  an  illegal, 
ineorivet,  or  improper  jiayment  for  purposes  of 
pecuniary  liability.  Tlie  disbursing  officer  is 
responsible  for  collection  of  such  payments  from 
a  payee,  'i'he  disbursing  officer  affords  tiie 
payee  with  an  opportunity  to  dispute  whether 
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thi;  payee  actually  endorsed  both  instruments 
and  that  the  payee  consents  to  a  full  one-time 
salary  offset.  Upon  receiving  the  signed  state¬ 
ment  from  the  disburdng  officer,  together  with 
evidence  that  negotiation  of  both  instruments  has 
occurred,  the  civilian  payroll  office  will  inform 
the  employee  that  the  amount  of  the  indebted¬ 
ness  will  be  deducted  in  full  from  the  next  salary 
payment.  The  disbursing  officer  will  provide 
direction  as  to  how  the  proceeds  are  to  be  ap¬ 
plied.  If,  for  any  rea.son,  the  disbursing  officer 
cannot  produce  a  written  coasent  from  the 
employee,  the  civilian  payroll  office  must  treat 
the  case  as  an  overpayment,  and  initiate  the 
written  demand  letter  required  by  paragraph 
080303.  If  the  employee  does  not  authorize 
voluntary  deductions,  involuntary  deductions 
will  be  made  under  5  U.S.C.  5514  provisions  at 
the  maximum  rale  of  15  percent  of  disposable 
pay  after  the  required  due  process  procedures 
have  been  fulfilled.  Interest  shall  be  asse.ssed  per 
paragraph  080308. 

080512.  Military  Pay  of  Reserve  <'r  National 
Guard  Members  For  Duty  To  Aid  l^w  Enforce¬ 
ment 

A.  Under  the  provisions  of  5  U.S.C. 
55iy  and  6323(b)  and  (c)  (reference  (b)),  an 
employee's  civilian  pay  is  a-duced  by  the  gross 
military  pay  and  allowances  (other  than  travel, 
traasportation,  or  per  diem  allowance)  received 
by  the  employee  for  military  service  as  a  mein- 
Ixir  of  the  Reserve  or  National  Guard  for  which 
the  empl(»yee  is  entitled  to  leave  under  5  U.S.C.'. 
6323(e)  (reference  (ti))  for  duty  to  provide  mili¬ 
tary  aid  lo  enforce  tlie  law  for  the  purpose  of 
providing  assistance  lo  civil  authorities  in  the 
pmtection  of  life  or  property  or  the  prevention  of 
injury,  and  for  pa  rad 'S  or  encampments  under 
title  39,  District  of  Columbia  Code  (reference 
(an)).  This  applies  whelhiT  payment  for  military 
service  was  paid  from  Federal  or  State  funds. 
Eteduct  for  income  lax  witliliolding,  SiKiial  Secu¬ 
rity  and/or  Medicare,  or  a’tircment  based  on  the 
resulting  balance.  Do  not  reduce  the  civilian  pay 
by  the  military  pay  received  for  service  on 
nonworkdays. 

B.  Tlie  civilian  payroll  office  shall 
accomplisii  tlie  reduction  of  an  employee's 
civilian  pay  as  descrilwd  in  subparagraph 
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080512.A.,  above,  by  cash  collection  or  by  payroll 
deduction.  The  civilian  payroll  office  is  encour¬ 
aged  to  notify  the  employee  informally  by 
telephone  of  the  requin'inent  of  5  U.S.C.  5519 
(reference  (b)). 

C.  Credit  the  collection  to  the  appro¬ 
priation  from  which  ihe  employee's  civilian  pay 
was  paid. 

D.  Specific  information  as  to  the 
military  pay  entitlement  of  the  employee  should 
be  obtained  from  the  military  organization 
concerned  if  the  ensployee  is  unable  fo  produce 
specific  and  documented  infornation  from  which 
the  civilian  pay  reduction  may  Ik'  determined. 

0806  SALARY  OFt'.SHT  KBOUESTS  FROM 
NON-lYoD  F'EDERAl.  AGF-NORS 

080601.  General 

A.  When  non-LXiD  Federal  agencies 
(e.xcept  IKS  and  U.S.  Courts  (see  section  0417)) 
identify  DoD  employeo.s  u.s  having  oul.slanding 
debts,  liiose  agencies  address  Iheii'  .salary  offset 
requests  to  tlie  Secretary  of  Defense  designee, 
i.e.,  DF’AS,  Defense  Accounting  Office  -Cleveland 
Center,  Arlington  (DAO-CL,  Arlington),  VA 
22240-5280.  These  requests  certify  tlut  due 
process  rights  have  been  afforded  to  the  indebt¬ 
ed  employees  by  the  iion-DoD  IVderal  creditor 
agency.  After  these  requests  for  salary  offset  are 
approved  by  DAO-CL,  Arlington,  the  Dt'fense 
Maiijiower  Data  Center  (DMDC),  Monterey,  is 
provided  a  copy  of  Ihe  documenlalion  and 
details  of  Ihe  debts  by  emiiloyee  on  magnelic 
media  and/or  liard  copy.  DMDC,  Monterey, 
distributes  the  requests  lo  Ihe  appropriate  IIF'A.S 
Centers,  who  in  turn,  distribute  the  requests  In 
the  civilian  payroll  office  that  maintains  tlie 
employe’e's  pay  account. 

B,  fkime  creditor  agencie's  may  elect 
to  inform  the  employee  of  the  anlicijijled 
amount  of  the  offset  prior  to  cc^rtification  of  due 
proce.ss.  Civilian  payroll  offie.'S  shall  bo  cooper¬ 
ative  with  inquiries  from  creditor  ag  ncies  a.s  to 
Ihe  amount  oS  an  employee's  disposable  pay. 
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C.  Although  most  debts  collected 
through  this  program  have  incurred  interest, 
administrative  expkenses,  or  penalties,  calcula¬ 
tions  of  the  debt  amount  shall  be  performed  only 
by  the  creditor  agencies.  Therefc  re,  the  creditor 
agency  may  adju...  the  originally  certified  debt 
amount  io  include  interest  that  ha.s  accrued  since 
the  initial  certification.  In  this  event,  the  creditor 
agency  shall  recertify  the  debt  am(  uni  using  the 
same  procedure  as  the  original  debt  c  rtificali.m. 

D.  EXjD  may  not  honor  a  request  to 
collect  a  debt  tha‘  first  accrued  more  than  iO 
yean;  prior  to  the  rc^iuest,  except  as  set  forth  in 
the  Federal  Claim;;  Collection  Standards,  4  C.F.R. 
Parts  101-105  (reference  (bb)). 

E.  Request;  from  non-DoD  Federal 
creditor  agencies  that  are  sent  to  the  civilian 
payroll  nf^cp  directly  without  going  thnrugh 
DaO-CL.,  .ArPngton,  and  DMDC,  Monterey,  shall 
K’  returned  without  action.  The  civilian  payroll 
office  shall  inform  the  non-DoD  Federal  agency 
of  the  correct  procedures  as  outlined  in  this 
.seclioii. 

F.  The  del>.'  ;i.!lert.<iii.s  shall  begin 
wilhin  FO  days  of  tlie  notification  from  DMtXT, 
Ml  .'Si.’i'i'v , 

G.  The  NSA  shall  work  with  DMDC 
H'  accomplish  matches  for  NSA.  fX'feiise  Intelli- 
gcni'e  Agenev,  and  Central  imagery  Office 
personnel.  Fiovever,  these  nulches  shall  Ix'  con¬ 
ducted  at  C'  ■  NSA  Fort  Muct'e  complex. 

OFObll'  j2_r  "essing  .Action;;.  Upon  iVeeipf  of 
the  saeuy  offset  reijui-sl  from  the  appropriate 
Ih'AS  Center,  the  civilkiii  [<.jyroll  office: 

A.  Comput.’.s  15  peaen!  of  the 
eiiioloyee's  disposat'le  pay  oi  a  lesser  percentage 
clictaled  by  the  crcvKoi  agency.  See  subpara 
graph  IIS03!)v.B  7. 

b.  Notific'''  the  employee  In  wr  rim; 
3l)  days  in  advance  of  (hfset  of  Itie  amount  of  lli  • 
salary  off  .et  .nd  the  pay  peiiod  when  salary 
offset  will  s!i. rt. 

C.  Processes  the  payroll  di  duction  in 
cccordatice  with  payroh  system  user  instinctions. 


D.  Receives  from  the  employee  and 
forwards  to  DMDC  proof  that  the  debt  is  paid  in 
full,  discharged  under  bankruptcy,  or  voluntr  ry 
payments  are  current  under  a  negotiated  repay- 
men.  schedule.  The  civilian  payroll  office  also 
advi.scs  the  employee  to  resolve  the  debt  issue 
directly  with  the  creditor  agency  so  that  DMDC, 
Monterey,  is  officially  notified  that  the  debt  has 
bt'en  canceled.  If  the  employee  produces  com¬ 
pelling  documents  (e.g.,  canceled  checks,  re¬ 
ceipts,  or  letters  from  the  creditor  agency)  which 
indicate  the  debt  is  no  longer  valid,  offset  should 
be  suspended  ponding  reverification  or  official 
termination  by  the  creditor  agency. 

E.  Forwards  payment  each  pay 
period  to  the  creditor  agency  along  with  a  report 
of  each  collection  made.  See  subparagraph 
090203.C.1.  for  guidanc’  on  preparing  this 
report. 

F.  Sends  a  biweekly  report  of  em¬ 
ployees  with  .salary  offsets  for  non-DoD  Federal 
agencies  to  the  DFAS  Center  which  originally 
forwarded  the  salary  offset  request  to  the  civilian 
payn'il  office.  See  .subparagraph  (W0203.G.2.  for 
guidance  on  preparing  thi.s  report. 

G.  Ensures  that  the  to'al  amount 
collected  is  reflected  on  the  civilian  payroll 
voucher  as  salary  offsets  for  the  creditor  agency. 

080603.  Transh'rred  Employees 

A.  When  an  employee  transfers  to 
another  1>)D  payroll  office  IxTore  collection  oi 
the  debt  is  completed,  Ihe  lor.ing  civilian  payroll 
office: 

1.  Forwards  '  copy  of  the 
ea  ij  inal  del;t  noti.ficalion  document  to  the  gain¬ 
ing  civilian  pay.'. ill  office; 

2.  Cetiifii  .  the  amount  collected 
prior  to  Ihe  employee's  transfer  on  the  original 
debt  iiolification  document  and  the  remaining 
unliquidated  amount  of  the  debt.  One  copy  of 
•he  'ertificdtion  letter  must  he  furnished  to  the 
employee,  anotlier  to  llv'  crediior  agency;  and 

3.  Notifies  L>MLX',  Monlerey, 
and  the  FiFAS  Center  which  originally  forward- 
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ed  the  salary  offr'et  to  tie  civilian  payroll  oft.-e, 
of  the  date  the  employee  transferred,  the  amount 
collected  prior  to  transfer,  and  if  known,  the  new 
payroll  office  name. 

D.  The  gaining  DoD  civilian  payroll 
office  continues  salary  offset  upon  receipt  of  the' 
documentation  forwarded  by  the  losing  DoD 
civilian  payroll  office.  The  amount  of  the  salary 
offset  should  be  recomputed  in  accordance  with 
subparagraph  080601.C. 

C.  'When  an  employee  transfers  to  a 
non-DoD  agency  before  collection  of  the  debt  is 
completed,  the  losing  civilian  payroll  office  shall 
follow  the  ^-uidance  in  paragraph  080604. 

080604.  Separated  Employees.  When  an  em¬ 
ployee  separates  before  collection  of  the  debt  b 
completed,  final  pay,  including  lump-sum  leave 
and  awards,  shall  be  applied  in  full  or  in  part  to 
the  oxient  necessary  to  recover  the  debt.  The 
losing  civilian  payroll  office  shall  notify  the 
ervaitor  agency,  DMEXT,  Monterey,  and  the 
DFAS  Center  which  originally  forwarded  the 
salary  offset  to  the  civilian  payroll  office,  of  the 
dale  the  employee  separated,  the  amount  collect¬ 
ed  prior  to  the  separation  date,  and  the  new 
employing  '  gency  (if  known). 
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INDEBTEDNESS 

080701.  ludKment  Offsets.  When  a  court  of  the 
United  Stales,  in  an  action  or  suit  brought 
against  a  Federal  employee  by  the  United  States, 
determines  that  the  employee  is  indebted  to  the 
United  Stales  and  enters  a  judgment  agairvst  the 
employee.  Section  124  of  P.L.  97-276  (refemnee 
(e))  published  as  a  note  to  5  U.S.C.  5514  (refer¬ 
ence  (b))  allows  collection  of  the  debt  by  deduc¬ 
tion  from  the  employee's  current  pay  account. 
The  employee's  coicseni  is  not  required.  Any 
Federal  agertcy  nquesting  .salary  off.sel  under 
Section  124  of  P.L.  97-276  (reference  (e))  shall 
send  a  letter  requisitioning  offset  to  the  civilian 
payroll  off. re  with  an  attested  copy  attached  of 
the  judgment  entered  against  the  employee  If 
there  is  concern  as  to  the  validity  or  interpreta¬ 
tion  of  the  judgment,  the  DFAS  General  Counsel 
should  review  the  judgment.  After  the  validity 


or  interpretation  of  the  judgment  is  confirmed, 
the  civilian  payroll  office: 

A.  Computes  the  amount  collected 
each  pay  period  using  the  percentage  specified 
in  the  of^l  request.  I'he  maximum  amount 
deducted  for  a  pay  period  may  not  exceed  25 
percent  of  the  employee's  disposable  pay  unless 
a  greater  percentage  is  necessary  to  recover  the 
amount  owed  within  the  time  of  the  anticipated 
employment.  See  subparagraph  080307.B.2.  for 
computing  disposable  pay.  Deductions  may  be 
made  from  basic  pay,  or  in  the  case  of  an  indi¬ 
vidual  not  entitled  to  basic  pay,  other  authorized 
pay. 

6.  Collects  the  total  unpaid  balance 
as  specified  in  the  offset  request.  This  amount 
may  include  accumulated  interest  and  adminis¬ 
trative  charges.  The  agency  requesting  offset 
should  notify  the  civilian  payroll  office  approxi¬ 
mately  90  days  befoa*  completion  of  the  judg¬ 
ment  offset  with  the  final  judgment  amount 
which  include  the  balance  of  accrued  interest 
charges. 

C.  Forwards  a  copy  of  the  offset 
request  to  the  employee  with  written  notification 
advising  the  employee  of  the  deduction  amount 
and  pay  pteriod  the  deduction  will  start. 

D.  Applies  final  pay  (salary  and 
lump-sum  leave)  to  any  unliquidated  debt 
balance  as  provided  by  31  U.S.C.  3716  (reference 
(d))  if  the  employee  retires,  resigns,  dies,  or  if 
employment  otherwise  ends. 

F..  Forwards  payment  each  pay 
period  to  the  agency  requesting  salary  offset, 

080702.  Garnishments 


A.  AUinoriiy. 


f.Cl)  /IT 


U.S.C.  (refervnre  (aa))  provides  consent  by  the 
United  States  to  garnishment  and  similar  pro¬ 
ceedings  for  enforcement  of  child  supjtort  and 
alimony  obligations  agaiasi  civilian  employees 
r.L.  103-94  (referenvi:  (e))  authorizes  the  garnish¬ 
ment  of  civilian  employees'  pay  for  commercial 
debts. 

B.  i’rocedure.s 


4ri 


243 


f 


( 


* 


Volume  8,  Chapter  08 


1.  For  garnishments  for  child 
support  and  alimony,  the  commanding  officer  or 
his  or  her  designated  mpresentative  shall  notify 
the  employee  of  the  garnishment  or  attachment 
order  and  its  effect  on  his  or  her  pay  and  shall 
forward  the  court  order  to  the  civilian  payroll 
office  after  the  order  is  determined  to  be  valid 
by  qualified  legal  counsel.  If  the  activity  is 
served  with  more  than  one  garnishment  order 
with  respect  to  the  same  pay  due  or  payable  to 
any  employee,  then  such  pay  shall  be  available 
to  satisfy  the  court  order  on  a  first-come,  first- 
served  basis.  See  section  0412  for  processing 
garnishment  collectiorus. 

2,  For  garnishments  for  ctimmer- 
cial  debts,  all  Federal  employees  with  an  out¬ 
standing  debt  are  subject  to  garnishment.  A 
court  order  frt)m  a  state  court  is  required  prior  to 
the  garnishment  becoming  effective.  See  section 
()412  for  priKodures  tor  processing  garnishment 
(.olk’ctioivs, 

080703.  rx-btors  Involved  In  Bankruptcy  Pro¬ 
ceedings 

A.  Wave  Farner's  Plan  Cases.  Except 
in  cases  of  court-ordered  child  support  and/or 
alimony  as  provided  by  42  U.S.C.  650  (refeamce 
(aa)),  civilian  employees  (wage  earners)  cannot 
be  deprived  of  their  pay  by  any  civil  process  of 
attachment  or  levy.  Federal  employees  may, 
however,  file  for  bankruptcy  under  the  provi¬ 
sions  of  Chapter  13,  11  U.S.C.  (the  so-called 
"wage  earner's  plan")  (reference  (ab)). 

1,  Under  Chapter  13,  an  em¬ 
ployee  must  submit  a  pla)!  to  the  bankruptcy 
court  that  provides,  among  other  things,  that  all 
or  such  portion  of  future  income  as  is  necessary 
to  pay  priority  claims  under  the  plan,  must  be 
submitted  to  the  control  of  the  bankruptcy 
trustee.  Once  the  bankruptcy  court  confirms  a 
plan,  it  may  order  any  employer  to  pay  all  or 
part  of  an  employee's  future  income  to  the 
trustee  named  in  the  order.  A  separate  check  is 
authorized  to  meet  the  terms  of  the  order. 
Sometimes,  the  wage  earner's  name  appears  as 
payee  on  thi’  check  with  the  address  of  the 
trustee  (1 1  U.S.C.  1322  and  1325)  (reference  (ab)). 
Normally,  however,  the  check  is  made  payable 
to  the  trustee. 
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2.  In  cases  when  doubt  exists  as 
to  the  validity  or  the  interj-rretation  (including 
the  determination  of  amounts  to  be  paid  to  a 
trustee)  of  the  court  order,  the  DFAS  Dt'puty 
General  Coun-sel  reviews  the  wage  earner's  plan 
court  order  before  processing. 

3.  Process  the  collection  in 
accordance  with  the  instructiorcs  in  the  court 
order. 

B.  Bankruptcy  PnK'eedinc^s.  The 
civilian  payroll  office  notifies  the  DFAS  Deputy 
General  Counsel  immediately  upon  becoming 
aware  that  a  civilian  employee  owing  money  to 
a  DoD  Componi'  i(,  is  initiating  bankruptcy 
proceedings.  The  notification  must  be  prompt  to 
ensure  that  a  claim  is  filt  d  within  statutory  time 
lin  '.italions. 

0808  CORRHCriONS 

080801.  Corrections  due  to  ermrs  and  cancel¬ 
lation  of  paychecks  are  outlined  in  Table  8-1. 

080802.  Corrections  for  Underpayment  of  Earn- 
imts.  For  active  or  separated  employee.s,  there 
are  no  distinctions  between  payment  for  a 
current  or  prior  calendar  year.  The  adjusting 
payment  is  reported  as  wages  at  the  time  it  is 
made.  No  correction  on  Form  ‘141  is  required. 
Form  W-2  for  the  current  year  shall  show 
corrections  for  underpayments  as  outlined  in 
Table  8-1. 

A.  For  active  emplovees,  the  civilian 
payroll  office  shall; 

1.  Process  the  payment  in  the 
next  regular  biweekly  pay  cycle. 

2.  Report  the  gross  wagc.s 
.subject  to  Social  Security /rvledicare  taxes  witli- 
held  as  current  quarterly  earnings  on  Form  941. 

3.  Include  the  earnings  and 
SiKial  Security /Medicare  taxes  witlihcld  on  the 
Form  W-2  for  the  current  year. 

B.  For  separated  employee.s,  the 
civilian  payroll  oflice  shall; 
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1.  Reestablish  the  employee  on 
the  payroll  and  process  the  payment  in  the 
current  biweekly  pay  cycle. 

2.  Follow  the  procedures  in  sub- 
paragraph  080802.A. 

3.  Prepare  Form  W-2c  if  a  Form 
W-2  was  issued. 


080803.  Corrections  for  Over 
Earnings  in  the  Current  Year 


A.  For  active  employees,  the  civilian 
payroll  office  shall: 


1.  Instruct  the  employee  to 
refund  the  overpayment  in  accordance  with  due 
process  procedures. 


2.  After  receipt  of  the  refund  or 
returned  check  from  the  empioyee,  the  civilian 
payroll  office  shall  record  the  amount  as  a  rever¬ 
sal  in  the  base  pay,  gross  pay,  net  pay  or  other 
pay  as  applicable. 


2.  If  the  year  of  repayment  is 
still  within  the  3-ycar  statute  of  limitations  for 
Social  Security /Medicare  tax  refunds,  prepare  a 
Form  W-2c  for  the  prior  year  to  reduce  the  gross 
wages  suojcct  to  Social  Socurity/Medicare  and 
Social  Sccurity/Medieare  taxes  withheld.  Send 
copies  to  the  employee  and  copy  A  to  the  SSA. 
A  .separate  Form  VV  3,  "Transmittal  of  Income 
and  Tax  Statements,”  must  be  sent  with  the 
corrected  Form  W-2  tr  the  SSA,  upon  completion 
of  the  correction  procedures.  If  the  repayment  is 
beyond  the  3-yeji  statute  of  limitatioirs,  no 
corrections  will  be  made  to  prior  year  W-2s  and 
Form  941s. 

3.  Attach  the  employer's  copy  of 
the  Form  W-2c  to  the  retained  Form  W-2  previ¬ 
ously  =ssued  for  the  prior  year. 

4.  Prepare  a  Form  941c,  "Slate- 
mont  to  Correct  Information  Previously  Reported 
on  the  Employci's  Federal  Tax  Return,"  to  adjust 
the  gross  wages  subject  to  Social  Sccu- 
rity/Medicarc  r.nd  the  Social  Security/Medicare 
taxes. 


B.  For  separated  employees,  the 
civilian  payroll  office  shall  follow  debt  collection 
procedures  as  outlined  in  Volume  5  of  this 
Regulation. 

1.  Reestablish  the  employee  on 
the  payroll  and  process  the  reversals  in  the 
current  biweekly  pay  cycle. 

2.  Prepare  a  Form  W-2c  if  a 
Form  W-2  was  issued. 

080804.  Corrections  for  Overpayment  of  Fam¬ 
ines  for  a  Prior  Year.  If  the  overpayment  oc¬ 
curred  in  a  previous  calendar  year,  no  correction 
of  earnings  f(»r  Federal,  Stale,  or  kx:al 
withholding  taxes  shall  be  made  for  the  current 
calendar  year. 

A.  For  active  employees,  the  civilian 
payroll  office  shall: 


5.  Attach  the  Form  941c  to  the 
current  quarterly  Form  941  and  enter  the  amount 
of  the  adjustment  on  line  9  of  Form  941.  Retain 
copies  of  the  two  forms  in  the  civilian  payroll 
office. 

6.  Prepare  a  statement  for  the 
employee  aft.'T  collection  of  the  amount  due 
from  the  employee  (see  Figure  8-5  for  a  sample 
format).  The  amount  entered  on  the  statement 
shall  be  the  total  t)f  the  reverse  deductions  plus 
the  amount  the  employee  repaid.  The  employee 
shall  receive  any  Federal,  State,  city,  and  local 
income  lax  adju.stment  when  he  or  she  files  a  tax 
return. 

B.  For  separated  employees,  the 
Civilian  payroil  office  shall: 

1 .  Follow  priicedures  outlined  in 
subparagraph  080804. A. 1.  thrc.ugh  6, 


1.  Request  a  written  statement 
from  the  employee  that  a  claim  for  tax  mfund  or 
credit  has  not  been  made  for  the  amount  of  the 
overdeduction. 


2.  Keep  a  copy  of  the  Fonn 
W-2c  and  Form  941c  in  the  cuitent  year  c]uarter- 
ly  tax  folder.  (This  is  used  to  balance  the  annual 
Federal  tax  deposits.) 
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C.  Manually  note  the  amount  of  the 
correction  and  the  date  of  the  collection  on  the 
employee's  prior  year  individual  pay  record. 

D,  If  an  employee  was  overpaid  in 
previous  calendar  years,  collections  against  the 
Oiferpayment  may  cover  more  than  2  calendar 
years.  The  civilian  payroll  office  shall  give  the 
employee  a  statement  that  contains  the  follow- 
ing: 

1.  A  description  of  the  circum¬ 
stances. 

2.  The  amount  of  the  overpay¬ 
ment. 

3.  The  amount  collected  during 

the  year. 

4.  The  year  or  years  to  which 
the  payment  was  applied. 
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FROM:  (1) 

TO:  (2) 

SUBJECT:  Indebtedness  to  the  United  Slates  as  a  result  of  an  Overpayment  of  Pay  and/or  Allowances 

You  are  indebted  to  the  United  Stales  in  the  amount  of  $_(3) _ •  This  indebtedness  is  the  result  of 

(4)  ■  You  have  the  right  to  inspect  and  copy  all  records  relating  to  this  debt.  This  right  must  be 

exercised  within  10  days  from  receipt  of  this  letter.  If  you  cannot  do  so  personally,  you  must  request  that 
the  civilian  payroll  office  provide  you  a  copy  of  any  of  these  records  within  10  days  from  receipt  of  this 
letter. 

Please  prepare  a  personal  check  or  money  order  payable  to  (5J  for  the  full  amount  of  the  debt, 
and  send  this  iastrument  along  with  a  copy  of  the  letter  to  the  disbursing  office  at  (6)  within  30  days. 
If  you  are  unable  to  pay  the  full  amount,  regulations  permit  the  indebtedness  to  be  liquidated  by 
deductions  from  your  current  pay.  Depending  on  the  amount  of  the  debt  in  relation  to  your  pay  and 
other  expcnse.s,  it  may  be  possible  for  you  and  the  civilian  payroll  office  to  establish  a  written  agreement 
for  repayment  of  the  debt  by  installment  deductions  from  your  pay.  Please  advise  the  civiiian  payroll 
office  within  30  days  if  you  prefer  this  method  of  rcpaynnent. 

If  you  do  not  either  repay  the  debt  in  full,  consent  to  a  one-time  rcmiltance,  or  establish  a  repayment 
schedule  within  30  days,  we  intend  to  collect  the  debt  involuntarily  from  your  pay,  beginning  on  (7)  . 
The  maximum  amount  deductible  under  the.se  circumstances  is  15  percent  of  your  disposable  pay  each 
pav  period  until  the  debt  is  repaid  in  full.  Our  estimates  of  your  disposable  pay,  based  on  current  payroll 
information,  is  $  f81  .  Therefore,  the  maximum  deduction  would  be  S  19!  .  and  repayment  of  the 

principal  amount  of  the  debt  would  require  approximately  flOI  pay  periods.  If  involuntary 
deductions  at  this  rate  would  cause  extreme  financial  hardship,  then  you  do  have  a  right  to  a  hearing  on 
this  issue.  Regulations  regarding  requests  for  hearings  are  contained  in  attachment  1. 

Debts  that  are  not  paid  in  full  within  30  days  from  the  date  of  the  demand  are  normally  considered 
delinquent.  A.s  such,  they  are  subject  to  interest  at  the  rate  prescribed  periodically  by  the  Secretary  of  the 
Treasury.  They  arc  also  subject  to  udminismitive  costs  as.sesscd  by  the  agency  and  penalties.  If  you  and 
the  civilian  payroll  office  can  agix:e  on  a  mutually  .satisfactory  repayment  schedule,  interest,  adniini.strativf 
costs,  and  penalties  may  be  excused  under  the  Federal  Claims  Collection  Standards. 

If  you  have  any  questions  about  the  nature  of  the  debt,  please  contact  the  civilian  payaill  office  for 
an  explanation,  if,  after  hearing  the  civilian  payroll  office's  explanation,  you  still  believe  that  you  do  not 
owe  the  debt  or  that  you  owe  an  amount  other  than  what  i.,  being  demanded,  you  may  .submit  a  written 
statement  of  your  position  to  the  civilian  payroll  office.  This  right  has  no  relationship  to  your  ability  or 
willingness  to  repay  the  debt,  but  only  to  determining  whether  the  debt  is  a  valid  one.  If  you  elect  to 
excifl.se  this  right,  you  must  do  so  within  15  calendar  days  from  the  date  of  this  letter. 

You  also  have  a  right  to  a  hearing  as  to  the  amount  or  the  validity  of  the  debt.  Such  a  hearing  shall 
be  conducted  by  an  official  arranged  for  liy  the  Defease  Finance  and  Accounting  Service,  but  not  under 
the  control  of  the  agency  that  employs  you.  This  right  is  an  alternative  to  the  procedures  in  the  above 
paragraph  in  which  an  official  makes  a  determination  as  to  the  validity  of  the  debt.  If  you  wish  to  request 
a  hearing,  you  mu.st  do  so  within  30  days  from  the  receipt  of  this  letter.  Attachment  1  contaias  guidance 
regarding  requests  for  hearings. 


Figure  8-1,  Di’mand  Letter  for  Overpayment  of  Pay  and/or  Allowances 
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If  you  do  acknowledge  the  validity  of  the  debt,  or  have  exhausted  your  remedies  relative  to  the 
validity  of  the  debt,  and  lielieve  that  you  should  not  be  required  to  repay  it,  you  have  the  right  to  request 
waiver  of  the  indebtedness.  Guidance  regarding  waiver  requests  are  contained  in  attachment  2. 
Submission  of  a  request  for  a  waiver  is  not  normally  an  alternative  to  making  arrangements  to  repay  the 
debt.  Any  amounts  collected  and  later  waived  shall  be  refunded  to  you  upon  your  request.  Theiefore, 
even  if  you  elect  to  submit  a  waiver  request,  you  should  still  either  repay  the  debt  or  arrange  with  the 
civilian  payroll  office  for  periodic  iastailment  deductions  from  your  pay.  Such  arrangements  may 
preclude  the  assessment  of  interest,  administrative  costs,  and  penalties  in  the  event  that  your  waiver 
request  is  denied.  A  decision  as  to  the  suspension  of  collection  action  during  the  period  of  consideration 
of  the  waiver  is  made  on  a  case-by-case  basis. 


Our  point-of-cuntact  in  this  matter  is 


(Signature  Element) 


Attachments 

(1.  Guidance  Pertaining  to  Hearings) 

(2.  Guidance  Pertaining  to  Waivers) 

EXPLANATION  OF  BLANK  SPACES  ON  SAMPLE  DEMAND  LETTER 

(1)  The  title  or  office  symb<il/code  of  the  civilian  payroll  office. 

(2)  The  full  name  of  the  employee. 

(3)  The  dollar  amount  of  the  debt. 

(4)  A  brief  but  comprehensive  explanation  of  how  the  overpayment  occurred  (e  g.,  overaccrued  annual 
leave,  premature  step  increase,  overtime  paid  but  not  worked,  e>tc.).  Always  include  the  pay  periods  for 
which  the  oveq>ayments  occurred  and  the  dollar  amount  for  each  pay  period.  If  the  computation  is 
complex,  it  may  be  included  as  an  attachment  to  the  letter,  in  some  cases,  a  three-columned  table  may 
be  helpful.  The  three  columns  reflect  amount  entitled,  amount  paid,  and  the  differences  (the  amount  of 
the  indebtedne.ss). 

(.3)  The  office  to  whom  the  check  or  money  ordi'r  is  to  lx-  made  payable. 

(fi)  The  mailing  address  of  the  disbursing  office. 

(7)  The  dale  the  involuntary  deduction  from  pay  begins. 

(8)  The  estimated  amount  of  disposable  pay. 

(‘h  Fifteen  percent  of  (h). 

(10)  LOivide  (3)  by  the  amount  Ji-termined  in  (9)  and  round  to  the  next  highest  numlxM" 

Note:  For  debis  in  whicli  (9)  is  greater  that  (3),  this  entire  .sentence  and  the  one  preceding  it  can  be 
deleted  fro’  .  the  letter. 

(I|)  Provide  the  name,  phone  numlx-r  and  office  symbol/,  ode  of  tiie  point-*  f-contaet  in  the  civilian 
payroli  office  who  can  answer  questions  regarding  this  debt. 

Figure  (t-1,  liemand  Letter  for  Overpayment  of  Pay  a;\d/or  Allov.'ances  (continued) 
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GUIDANCE  PERTAINING  TO  HEARINGS 


An  employee  is  entitled  to  an  opportunity 
for  a  hearing  on  the  determination  of  the  civilian 
payroll  office  concerning  the  existence  or  amount 
of  the  debt,  or  when  a  repayment  schedule  is 
established  other  than  by  written  agreement, 
concerning  the  terms  of  the  repayment  schedule. 
Any  such  challenge  must  bo  made  by  the  em¬ 
ployee  within  30  days  of  tlie  receipt  of  the  notice 
of  indebtedness  or  within  45  days  after  receipt  of 
the  records  relating  to  the  debt,  if  such  records 
are  requested  by  the  employee.  If  a  hearing  is 
given,  the  employee  also  must  be  given  the 
opportunity  to  receive  a  written  decision  from 
the  official  holding  the  hearing  at  the  cariiest 
practical  date,  but  not  later  than  60  days  after  the 
filing  of  a  petition.  Normally,  a  hearing  will 
consist  of  written  snbmissioas  by  both  the  em¬ 
ployee  and  the  civilian  payroll  office.  Therefore, 
an  employee  who  wishes  a  hearing  shall  make 
his/her  wishet  known  by  filing  a  petition  with 
the  same  officia’  who  issued  the  written  demand 
for  payment.  Ihc  petition  shall  state  that  the 
employee  is  seeking  a  hearing  under  the  provi¬ 
sions  of  5  U.S.C.  5514,  and  if  the  employee  is 
contesting  the  detennination  of  the  debt  or  its 
amount,  the  petition  will  contain  the  following 
items: 

1.  The  reasoas  the  employee  U  lieves 
tha*  the  civilian  paymll  office's  deiemiination  of 
the  debt  is  ermiieous.  Tiie  statement  shall 
include  all  facts  on  which  the  employee  ba.ses 
his/her  Itelief  .and  any  arguments  supporting  the 
belief, 

2.  Written  Submission  from  any  per¬ 
sons  that  can  substantiate  Ihe  employee':  conten¬ 
tions. 

3.  A  copy  of  any  records  the  employee 
Ix’lieves  can  substantiate  his/her  contentions. 

If  the  employee  is  contesting  the  offset 
schedule,  the  petition  shall  contain  the  following 
itemt': 


1.  A  proposed  alternative  offset  sched¬ 
ule  with  supporting  documents  showing  why 
the  civilian  payroll  office's  schedule  would 
produce  an  extreme  financial  hardship  for  the 
employee.  The  supporting  documents  should 
include  specific  details  concerning  income  and 
expenses  of  the  employee,  his/her  spouse,  and 
dependents  for  1  year  preceding  the  demand 
letter,  and  projected  income  and  expenses  during 
the  repayment  period  proposed  by  the  civilian 
payroll  office. 

2.  Written  submissions  from  any 
persons  that  can  substantiate  the  employee's 
contentions. 

3.  A  copy  of  any  records  the  employee 
believes  can  substantiate  his/her  contentions. 

The  timely  filing  of  a  petition  for  hearing 
shall  stay  the  beginning  of  collection  proceedings 
until  the  results  of  the  hearing  have  been  ren¬ 
dered. 

Employees  are  advi.sed  that  any  knowingly 
false  or  frivolous  statements,  representations  or 
evidence  may  subji:ct  the  empli>yee  to: 

1.  Disciplinary  procedures  appropriate 
under  5  U.S.C.  Chapter  75;  5  C.E.R.  752,  or  any 
other  applicable  statutes  or  regulation.'!; 

2.  I'l  nuiiie.-,  under  the  False  Cliiim.s 
Act,  31  U.S.C.  3729-3731,  or  any  oilier  applicable 
statutory  authority;  or 

3.  Criminal  penalties  under  18  U.S.C. 
286,  287,  1001,  and  1002,  or  any  other  applicable 
.staluliuy  authority. 

Timely  filing  of  a  request  for  a  hearing  will 
stay  the  beginning  of  collection  pnsceedings. 
Interest  .tnd  penalty  fees  shall  not  accrue  during 
the  period  from  the  filing  of  a  petition  for  hear¬ 
ing  until  the  date  of  a  hearing  official's  determi- 
naiiore:. 


Figure  8-1,  Attachm'’nt  1  of  the  Di'mand  Letter  for  Ovetqrayment  ol  Tay  (continued) 
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GUIDANCE  PERTAINING  TO  WAIVERS 

Detailed  regulations  regarding  waiver  of  claims  for  crn)n<‘ous  payments  under  the  authority  of  5 
U.S.C.  5584  are  contained  in  the  DoD  Financial  Management  Regulation,  Volume  8,  paragraph  080306., 
(DoD  7000,14-R).  A  copy  is  available  in  the  civilian  payroll  office.  In  order  to  receive  favorable 
eoasidcration,  the  determination  must  be  made  that  collection  action  would  be  against  equity  and  good 
conscience  and  not  in  the  best  interests  of  the  United  States.  Generally  these  criteria  will  be  mot  by 
finding  that  the  erroneous  payment  occurred  threugh  administrative  error  and  that  there  is  no  indication 
of  ftaud,  misrepresentation,  fault  or  lack  or  good  faith  on  the  part  of  the  employee.  Any  significant 
unexplained  increase  in  an  employee's  pay  and/or  allowances  which  would  require  a  person  to  make 
inquiry  concerning  the  correctness  of  his/her  pay  ordinarily  would  preclude  a  waiver  whether  or  not  the 
employee  fails  to  bring  the  matter  to  the  attention  of  appropriate  officials.  Waiver  of  overpayments  under 
this  standatd  depends  on  the  facts  existing  in  eacli  particular  case.  However,  the  Comptroller  General 
of  the  United  States  has  held  that  a  waiver  will  not  be  granted  if  it  appears  the  employee  had  records 
(such  as  Leave  and  Earnings  Statements)  which,  if  reviewed,  would  have  indicated  an  overpayment,  and 
the  employee  faiic'd  to  review  such  documents  for  accuracy  or  otherwise  failed  to  take  corrective  action. 
Economic  or  financial  considerations  play  no  role  in  the  determination  of  a  waiver  requt.,!. 

An  employee  who  wishes  to  request  a  waiver  must  submit  an  application  for  waiver  of  erroneous 
payment  to  the  civilian  payreill  office  which  made  the  erroneous  payment.  If  the  civilian  payroll  office 
has  been  disestablished,  the  application  is  to  be  sent  to  the  successor  civilian  payroll  office.  The 
application  must  contain  or  cover  the  following  information  or  points; 

1.  The  employee's  name  and  addres.s; 

2.  The  reason  for  requesting  thi‘  waiver; 

3.  A  clear,  eonci.se,  certified  statement  that  the  employee  was  or  was  not  aware  of  being  errone¬ 
ously  paid; 

't.  A  statement  detailing  the  employee's  efforts  to  question  the  c()rreetiies.s  of  the  payment; 

5.  The  date  and  manner  in  which  the  employee  became  aware  of  the  overpayment(s); 

6.  A  stati'ment  relative  to  the  availability  of  wage/salary  tables  or  .schedules,  if  applicable;  and 

7.  The  employee'.^  request  for  refund  t)f  any  collection  of  the  debt. 


Figure  8-1,  Attachment  2  of  the  Di'mand  Letter  for  Uveqiayment  of  Pay  (continued) 
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To  Whom  It  May  Concern; 


_ by  the  following  method(s). 

Onc-limc  payroll  deduction  in  the  pay  peri<xl  ending 


,  agree  to  repay  my  indebtedness 


Payroll  deduction  in  the  amount  of  $ _ per  pay  perioH  starting  with  the  pay  period 

until  the  debt  principal  and  interest  at  the  current  Treasury  rate  is  paid  in  tu.l. 

Cash  payment  by  personal  check  (must  be  received  within  5  workdays). 

In  the  event  that  should  I  retire  or  resign  before  collection  of  the  debt  is  completed,  all  final  pay 
(salary,  lump-sum  payments,  and  awards)  shall  be  applied  to  the  unliquidated  debt  balance  withou 

additional  notification. 


Signature 


Daytime  Phone  Number 


I'igure  8  2,  Sample  Voluntary  Repayment  Agreement 
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I,  ITEMS  REQUIRED  FROM  THH  EMPLOYEE 
A.  The  petition  for  the  hearing; 

1.  Name 

2.  SSN 

3.  Date 

4.  Rcason(s)  for  requesting  the  hearing: 

a.  Contesting  the  validity  of  the  debt 

b.  Contesting  the  amount  of  the  debt 

c.  Contesting  the  terms  of  the  offset 

5.  Reason(s)  must  be  sustained  by  the  employee  as  follows; 

a.  When  contesting  the  validity  of  llio  debt  and/or  contesting  the  amount  of  the  debt: 

(1).  Provide  a  statement  why  the  employee  believes  the  civilian  payroll  office's 
determination  of  the  validity  and/or  the  amount  of  the  debt  is  enoneous,  Also  provide  a  complete 
description  of  the  facts,  evidence,  and  a  summary  of  testimony  of  any  witnesses  which  support  the 
employee's  belief, 


(2).  Copies  of  any  pertinent  records  the  employee  wishes  to  have  considered  at 
the  hearing  if  they  differ  from  tho.se  records  previously  provided  to  the  employee  by  the  civilian  payroll 
office. 

b.  When  contesting  the  tenns  of  the  offset  schedule  pniposed  by  the  civilian  payroll 
office,  the  employee: 


(1) .  Proposes  an  alternate  schedule,  i.e.,  how  much  can  he  repaid  each  pay  period. 

(2) .  Encloses  an  affidavit  of  financial  status. 

(3) .  PmvidcS  copies  of  any  mcords  he/she  wishes  to  be  considered  at 
the  hearing  if  they  differ  from  the  records  previously  provided  by  the  civilian  payroll  office. 

6.  Employee's  signature. 

il.  ITEMS  REOUlREn  FROM  THE  CiVlLiAN  PAYROl.L  OFFICE 

A.  t'ull  name  and  SSN  of  the  employee. 

B.  Exact  date  Ihe  error  was  discovered. 


Eigurc  M-3,  Checklist  for  a  Hearing  on  Overpayment  of  Civilian  Pay  and/or  Allowances 
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C.  Exact  date  and  manner  (due  process  notification)  in  which  the  employee  was  advised  of  the  debt. 

D.  Aggregate  ;total)  amount  of  the  debt. 

E.  Computation  of  the  amount  of  the  debt  including /excluding  intercst-to-date,  and  admini.strative 
fees,  if  applicable. 

F.  Detailed  circumstances  which  led  up,  to  and  under  which,  the  erroneous  payment(s)  was/ were 
made. 

G.  Statemcnt(s)  corroborating  and/or  refuting  the  statemcnt(s)  made  by  the  employee. 

H.  Copies  of  Leave  and  Earnings  Statements  for  3  pay  periods  prior  to  the  error  and  the  first  3  pay 
periods  beginning  with  the  first  overpayment. 

I.  Copies  of  all  other  documents  pertaining  to  the  case. 

j.  Annual  leave  cases  require  special  documentation.  They  should  include  the  following  documents: 

1.  Cop y  of  the  erroneous  SF  50  data. 

2.  Copy  of  the  corrected  SF  50  data. 

3.  The  balance  brought  forward  (and  the  date)  from  the  last  year  in  which  the  correct  leave 
accrual  was  used. 

4.  Employee's  leave  record. 

3.  The  hourly  rate  of  pay  and  changes. 

6.  A  copy  of  the  SF  2S06/3KX). 


Figure  K-3,  Checklist  for  a  Hearing  on  Overpayment  of  Civilian  Pay  and/or  Allowances  (continued) 
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FROM:  (1) 

TO:  (2) 

SUBJECT:  Indebtedness  to  the  United  States  as  a  Result  of  an  Oveepaymont  of  Pay  and/or  Allowances 

Reference:  (a)  (31 

O’)  (4) 

(c)  _jnL_ 

Reference  (a)  advised  of  your  indebtedness  to  the  United  States  i"  the  amount  of  $  (61  as  a  result 
of  an  overpayment  of  pay  and/or  allowances.  By  reference  (b),  you  submitted  a  petition  for  a  hearing 
based  on  the  (71  of  the  debt.  Reference  (c)  is  the  hearing  official's  dctcmiination  of  your  indebtedness 
in  the  amount  of  $  (81  . 

In  order  to  liquidate  the  debi  in  full,  you  are  rc-quested  to  prepare  a  personal  check  or  money  order 
payable  to  (9)  ,  and  send  this  instrument  to  the  civilian  payroll  office  at  (101  no  later  than  15  days 
from  the  date  of  this  letter.  Kcgulatioas  also  permit  the  indebtedness  to  be  liquidated  by  deductions  from 
your  current  pay.  If  you  prefer  this  method  of  repayment,  please  inform  the  civilian  payroll  office  of  your 
pa'ference  and  it  will  arrange  for  a  one-time  voluntary  payroll  deduction.  LX-pending  on  the  amount  of 
the  debt  in  relation  to  your  pay  and  your  other  expenses,  it  may  bo  possible  for  you  and  the  civilian 
payroll  office  to  establish  a  wrilten  agreement  for  repayment  of  the  debt  by  periodic  installment 
deductions  from  your  pay. 

Reference  (a)  explained  that  delinquent  debts  were  subject  to  the  us.sessment  of  interest,  penalties,  and 
administrative  expenses,  and  stated  the  policy  relative  to  the  excu.sal  of  these  assessments.  Under  this 
policy,  these  asse.ssments  have  not  yet  been  made.  They  may  continue  to  be  excused  if  you  now  repay 
the  debt  in  full  or  are  able  to  reach  an  agivement  with  the  civilian  payroll  office  regarding  IrLstallment 
liquidation  of  the  debt. 

If  you  do  not  repay  the  debt,  consent  to  a  one-time  payroll  deduction,  or  establish  a  repayment 
schedule,  this  office  intends  to  collect  the  debt  involuntarily  from  your  pay  beginning  on  fill  .  You 
must  contact  the  civilian  payroll  iTfice  by  that  date  in  order  to  avoid  this  off.set.  This  deduction  would 
begin  with  the  payday  on  (12)  .  Reference  (a)  advised  as  to  the  estimated  amount  and  duration  of 

the  payroll  deduction.  If  this  deduction  from  your  pay  would,  in  your  opinion,  cau.se  you  to  experience 
exta-me  financial  hardship,  then  you  are  ut>'ed  to  contact  the  civilian  payroll  office  to  arrange  a  more 
lenient  schedule. 

Reference  (a)  al.so  explained  your  right  to  a  waiver  of  the  overpayment.  You  may  still  exercise  that 
right.  However,  in  view  of  the  lime  that  has  already  elapsed,  you  must  either  repay  the  debt  or  make 
arrangements  lor  payroll  deductioas  coucurremt  with  the  submission  and  processing  of  your  waiver 
request.  In  the  event  that  your  request  is  granted,  all  amounts  deducted  .shall  be  refunded  to  you. 

Our  point-of-contact  in  this  matter  is _ (1.3)  . 


(Signatua*  Element) 


Figure  8-4  Sample  Post-Hearing  Demand  Letter  for  Overpayment  of  Pay  and/or  Allowances 
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EXPLANATION  OF  BLANK  SPACES  ON  SAMPLE  POST-HEARING  DEMAND  LETTER 

(1)  The  title  or  office  symbol/codc  of  the  civilian  payroll  office. 

(2)  The  full  name  of  the  employee, 

(3)  The  initial  demand  letter. 

(4)  The  employee's  petition  for  a  hearing. 

(5)  The  hearing  official's  detenninatiun. 

(6)  The  amount  of  the  debt  in  the  initiai  demand  letter. 

(7)  Either  "existence",  "amount"  or  "the  terms  of  the  proposed  offset  schedule",  as  appropriate. 

(8)  The  amount  of  the  debt  as  determined  by  the  hearing  official.  If  the  hearing  official  affirmed  the 
civiliun  payroil  office's  contention,  the  amount  will  be  the  same  as  blank  (6). 

(9)  The  office  to  whoiit  tfie  check  or  money  order  is  to  be  made  payable. 

(10)  Provide  the  mailing  address  of  the  civilian  payroll  office. 

(11)  The  date  the  involuntary  deduction  from  pay  begias. 

(12)  The  payday  for  the  pay  period  indicated  in  blank  (11). 

(13)  Provide  the  name,  phone  number  and  office  symbol/code  of  the  point-of-contact  in  the  civilian 
payndl  office  who  can  aaswer  questions  regarding  this  debt. 


Figure  8-4,  Sample  Post-Hearing  Demand  Letter  for  Overpayment  of  Pay  and  Allowance:-,  (continued) 
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~  .1 

Corrections 
Required  If 
Applicable 

Current  Year 

Prior  Year  | 

Underpay 

Overpay 

1 

Underpay 

Overpay** 

A 

I 

A 

- 1 

I 

r 

A 

I 

A 

I 

Gi  iss 

No 

No 

Yes 

Yes 

No 

No 

Yes 

Yes 

Base 

No 

No 

Yes 

Yes 

No 

No 

Yes 

Yes 

Other  Pay 

No 

No 

Yes 

Yes 

No 

No 

Yes 

Yes 

Retirement 

No 

No 

Yes 

Yes 

No 

No 

Yes 

Yes 

Social  Security/ 
Medicare 

No 

No 

Yes 

Yes 

No 

No 

Yes 

Yes 

Federal  Tax 

0 

No 

Yes 

Yes 

No 

No 

No 

No 

FEHB 

No 

No 

Yes 

Yes 

No 

No 

Yes 

Yes 

FEGLl 

No 

No 

Yes 

Yes 

No 

No 

Yes 

Yes 

State  Tax 

No 

No 

Yes 

Yes 

No 

No 

No 

No 

City /Local  Tax 

No 

No 

Yes 

Yes 

No 

No 

No 

No 

Union 

No 

No 

Yes 

Yes 

No 

No 

No 

No 

Charity 

No 

No 

Yes 

Yes 

No 

No 

No 

No 

Other 

Deductions 

No 

No 

Yes 

Yes 

No 

No 

Yes 

Yes 

W-2 

No 

Yes* 

No 

Yes* 

No 

Ye,s» 

Yes* 

Yes* 

941 

No 

No 

Yes 

Yes 

No 

No 

Yes 

Yes 

Correctkiis 
Processed  on 

Next  Biweekly 
Pay  Cycle 

Yes 

Yes 

Yes 

Yes 

Yes 

Yes 

Yes 

Yes 

A  -  Active  Employee;  1  -  Inactive  Employee 


YES  -  Requires  a  correction 

*  Prepare  a  cotreeieu  VV-2  Oli'y  if  a  Foim  W-2  WoS  issued. 

*’  1  ir  a  prior  year  overpayment,  the  employee  must  repay  the  net  amount  plus  deductions  for  Fcderi) 
tax,  State  tax,  city  or  local  tax,  union,  charity,  allotments,  bonds,  indebtedness  owed  the  United  States  and 
any  other  deductions  for  which  the  employee  received  value  but  which  cannot  be  collected. 


Table  8-1,  Current  and  Prior  Year  Pay  Correction  Table 
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CHAPTER  09 

RECORDS.  FILES  AND  REPORTS 


0901  RECORDS  AND  FILES 
090101.  Payroll  Documentation 

A.  A  voucher  shall  be  prepared  for 
each  disbursement  or  group  of  disbursements. 
Each  voucher  shall  be  certified  before  payment 
by  a  duly  authorized  certifying  officer.  No 
employee  shall  certify  his  or  her  own  disburse¬ 
ments. 

1.  EX'ductions  for  CSRS  and 
FERS,  life  insurance,  and  health  benefit  programs 
together  with  employer  contributions  shail  be 
paid  to  the  0PM  each  pay  period.  The  SF  2812 
shall  be  used  to  report  these  deductions.  A 
consolidated  SF  2812  shall  be  submitted  biweekly 
to  0PM  by  facsimile  equipni  nt,  if  available. 

2.  Federal  income,  Social  Securi¬ 
ty,  and  Medicare  taxes  withheld  shall  be  paid  to 
the  IRS  as  provided  by  the  TFM  (reference  (ag)) 
and  Circular  E  (reference  (i)).  State  or  cily/l(Kal 
income  taxes  withheld  shall  be  paid  to  the 
appropriate  taxing  authority  in  accordance  with 
the  TFM  (reference  (ag)). 

3.  Deductions  and  employer 
contributions  for  the  TSP  and  TSP  loan  mpay- 
ments  shall  be  paid  to  the  U.S.  Department  of 
Agriculture  NFC. 

4.  Other  amounts  withheld  shall 
be  paid  in  accordance  with  regulat  oas  or  in 
structioas  furnished  by  the  employee. 

P  Payments  to  those  for  whom 
deductions  arc  authorized  to  be  paid  shall  be 
ieconciled  on  a  cyclical  basis,  at  least  annually, 
with  the  amounLs  withheld  plus  the  related 
employer  contributioas,  if  any,  as  shown  by  the 
pay  or  other  records.  This  procedure  is  neces¬ 
sary  to  determine  whether  the  correct  amounts 
are  being  reported  to  those  authorized  to  receive 
deductions  and  contributioas  that  are  deducted 
from  the  employee's  pay. 


1.  The  amounts  reported  on  the 
annual  Form  W-2  furnished  each  individual  shall 
agree  with  the  total  amounts  withheld  during 
the  year  as  shown  by  the  civilian  payroll  office 
records. 

2.  As  an  integral  part  of  the 
DoD  financial  accounting  systems,  an  SF 
2806/3100  and  a  related  control  account  for  each 
civilian  employee  for  whom  retirement  deduc¬ 
tions  arc  made  shall  be  kept  in  accordance  with 
OPM  requirements. 

3.  A  naster  employee  record 
shall  be  kept  for  caih  employee  for  whom 
savings  bond  deductions  are  made,  showing  the 
deductions,  purchases  or  refunds,  and  unapplied 
balances. 

4.  Eiach  DoD  civilian  payroll 
office  shall  keep,  for  each  calendar  year,  a  record 
of  the  total  amounts  withheld  from  employees' 
salaries  and  the  total  amount  of  the  employer's 
contributions  for  group  life  insurance.  These 
records  shall  be  kept  in  a  ledger  or  other  appix)- 
priate  form  or  shall  be  represented  by  file  copies 
of  vouchers  from  which  such  information  has 
been  reported  to  OPM. 

5.  A  record  shall  lie  kept  by 
each  enrollment  code  number  of  the  employee 
deductions  and  (he  employer's  contributions  for 
health  benefits.  The  number  of  enrollees  includ¬ 
ed  in  this  record  .shall  be  reconciled  within  the 
payroll  office,  monthly  or  more  often,  if  ncccs- 
.sary,  with  the  number  of  enrollees  in  the  perma¬ 
nent  listing  reported  to  each  carrier.  The  civilian 
payroll  office  shall  reconcile  the  names  and 

of  employees  enrolled,  by  code,  to  the 
carriers'  records  based  on  the  SFs  2809  and  SFs 
2810  sent  in  support  of  the  SFs  2811.  This  joint 
reconciliation  between  the  civilian  payroll  office 
and  the  carriers  shall  be  accomplished  quarterly 
or,  if  necessary,  more  often. 

6.  The  payroll  records  shall 
provide  a  clear  audit  trail  from  the  gross  pay 
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calculation  to  the  net  pay  received  by  the  em¬ 
ployee  by  pay  period  and  by  year-to-date  totals. 

7.  A  record  shall  be  kept  for 
each  employee  for  whom  TSP  deduction-s  and 
agency  contributions  to  TSP  aie  made. 

0902  REPORTS 

090201.  General.  DoD  civilian  payroll  systems 
must  support  the  various  legal  and  regulatory 
requirements  by  generating  reports  at  regular 
intervals,  on  an  as-needed  basis  or  by  producing 
reports  to  meet  special  requirements.  They  shall 
also  support  management  by  generating  reports 
that  provide  the  necessary  information  to  ensure 
the  system's  integrity.  Under  the  provisioas  (jf 
title  6  of  the  GAO  Policy  and  Procedures  Manual 
for  Guidance  of  Federal  Agencies  (reference 
(bg)),  reports  shall  be: 

A.  Prepared  accurately  and  promptly 
and  distributed  to  the  appropria'e  recipients  to 
easure  receipt  when  the  information  will  be  of 
maximum  benefit. 

B.  Based  on,  supported  by,  and 
periodically  validated  against  appropriate  de¬ 
tailed  information  in  the  payroll  system. 

C.  Sent  in  a  timely  manner  to  officials 
who  authorized,  or  were  re.sponsible  for,  pro¬ 
cessed  payroll  traasactioas  and  shall  be  reviewed 
by  those  officials  for  completeness  and  accuracy. 
However,  producers  of  these  reports  shall  lx: 
responsible  for  correcting  errors  due  to  inaccu¬ 
rate  reading  or  inputting  of  data.  Discrepancies 
in  reporting,  transmitting,  or  depositing  funds 
shall  be  resolved  promptly. 

D.  Discussed  periodically  with  users 
and  modified  or  eliminated  as  appropriate  tr) 
meet  user  needs, 

E.  Retained  and  dispo.sed  of  in  accor¬ 
dance  with  the  General  Records  Schedule  2, 
(reference  (g)),  with  sensitive  data  as  defined  by 
5  U.S.C.  552a  (reference  (b))  handled  in  accor¬ 
dance  with  the  provisions  of  the  Privacy  Act 
(reference  (e)). 

090202.  As-Required  Reports 


A.  Citv/Local  Income  and  Em.olov- 
ment  Tax  Reports.  These  reports  are  submitted 
to  cities /localities  that  have  reached  an  agree¬ 
ment  with  the  U.S.  Secretary  of  the  Treasury  and 
to  cities/localities  where  voluntary  deductions 
have  been  made  from  employees.  The  reports 
arc  sent  to  the  city/local  taxing  authorities  based 
on  the  frequency  prescribed  by  each  municipali¬ 
ty- 

B.  Slate  Income  Tax  Reports.  These 
reports  arc  required  by  States  that  have  reached 
an  agreement  with  the  U.S.  Secretary  of  the  Trea¬ 
sury.  The  reports  are  sent  to  the  State  taxing 
authorities  based  on  the  frequency  pre.scribed  by 
each  State. 

C.  Report  on  Transfer  of  Employee 

1.  When  an  employee  transfers 
within  the  D(rD  to  another  civilian  payroll  office 
or  to  another  Federal  agency,  an  SF  1150  is  pre¬ 
pare  1  by  the  losing  civilian  payroll  office  at  the 
time  of  separation.  All  blocks  on  the  SF  1150 
pertinent  to  the  employee  must  be  completed 
accurately  (sec  Table  9-1).  In  addition  to  report¬ 
ing  transferred  leave  balances,  this  form  is  used 
to  report  other  pertinent  information  for  the 
employee.  This  pertinent  information  is  includ¬ 
ed  under  the  Remarks  section  of  the  form.  This 
includes,  but  is  not  limited  to,  information  on  the 
employee's  year-to-date  wages  for  Social  Security 
and/or  Medicare  tax  purposes,  year-to-date  TSP 
deductiorcs,  last  deduction  for  FEHB  and  FEGLl, 
dale  through  which  the  insurance  deductions 
were  made,  and  overseas  or  territorial  differen¬ 
tial  data.  Mechanized  SFs  1150  shall  include  the 
information  contained  in  the  printed  standard 
form.  After  the  SF  1150  is  completed  by  the 
losing  civilian  payroll  office,  it  is  forwarded  to 
the  losing  civilian  personnel  office.  The  losing 
civilian  personnel  office  includes  it  in  the 
employee's  OFF  and  forwards  it  to  the  gaining 
civilian  personnel  office.  , After  the  SF  1150  is 
received  by  the  gaining  civilian  personnel  office, 
it  is  forwarded  to  the  gaining  civilian  payroll 
office. 

a.  To  expedite  the  forward¬ 
ing  of  the  SF  1 150  within  DoD,  the  lo.sing  civilian 
payroll  office  shall  forward  a  copy  to  the  gaining 
civilian  payroll  office,  if  known,  at  the  time  the 
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original  SF  1150  is  forwarded  to  the  losing 
civilian  personnel  office.  Upon  receipt  of  the 
original  SF  1150,  the  gaining  civilian  payroll 
office  must  verify  that  the  SF  115C  data  has  not 
previously  been  recorded  in  the  payroll  system. 

b.  A  duplicate  copy  of  the 
SF  1150  Is  retained  by  the  losing  civilian  payroll 
office  for  audit  purposes. 

c.  For  leave  adjustments 
over  3  years  old,  the  current  civilian  payroll 
office  is  responsible  instead  of  the  losing  civilian 
payroll  office. 

2,  Delayed  Receipt  of  SF  1150. 
If  the  OFF  containing  the  SF  1150  is  delayed  in 
reaching  the  gaining  civilian  personnel  office, 
and  the  employee  is  taking  leave,  the  gaining 
civilian  payroll  office  is  responsible  for  determin¬ 
ing  the  employee's  leave  balance.  If  necessary, 
the  leave  balance  shall  be  requested  by  message 
or  facsimile.  This  information  is  subject  to  the 
Privacy  Act  (reference  (e))  and  must  be  handled 
in  accordance  with  the  provisions  of  that  Act. 
Also,  the  gaining  civilian  payroll  office  is  autho¬ 
rized  to  use  the  leave  balance  shown  on  the 
employee's  last  LES,  subject  to  verification  upon 
receipt  of  the  SF  1150. 

3.  SF  IISOA  (addendum  to  SF 
1150).  This  form  records  the  transfer  of  leave  for 
leave  recipients  covered  by  the  voluntary  leave 
transfer  program.  It  must  be  used  when  a  cur¬ 
rent  leave  recipient  transfers  to  another  civilian 
payroll  office  or  Federal  agency  without  a  break 
in  service.  It  will  be  attached  to  the  SF  1150. 

D.  Reques!  for  Wage  and  .Separation 
Information,  The  civilian  payroll  office  provides 
wage  data  to  the  civilian  personnel  office  in 
accordance  with  section  0601.  A  file  copy  of  all 
data  furnished  to  the  civilian  personnel  office  is 
maintained  for  2  years  in  accordance  with  the 
General  Records  .Schedule  2  (reference  (g))  and 
then  destroyed. 

E.  SF2806/3100.  The  civilian  payroll 
office  prepares  and  maintains  the  SF  2806/3100 
in  accordance  with  section  0403. 

Biweekly  reports 
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A.  LES.  An  LES  showing  gross  pay, 
deductiorcs,  and  net  pay  for  the  current  pay 
period  and  cumulative  totals  for  the  current 
year,  along  with  leave  balances  at  the  end  of  the 
pay  period  and  year-to-dale,  should  be  mailed  to 
the  employee's  nonwork  address  every  pay 
period. 

B.  SF  2812  and  SP  2812A.  The 
amount  collected  for  employee  retirement  (CSRS 
and  FERS),  FEHB,  and  FEGLI  deductions,  mili¬ 
tary  service  deposits,  reemployment  offset,  and 
the  agency's  contributions  for  retirement  (CSRS 
and  FERS),  FEHB,  and  FEGLI  are  transferred  to 
OEM.  Under  procedures  prescribed  by  OPM, 
the  civilian  payroll  office  uses  a  no-chcck-issue 
procedure  as  the  means  of  payment  to  OPM. 
Funds  are  transferred  to  OPM  using  the  SF  2812. 
The  SF  2812A  provides  the  total  employee 
deductions  and  agency  contributioivs  for  health 
benefits  by  health  benefits  plan  enrollment  code 
for  the  pay  period. 

C.  Retirement  Insurance  Transfer 
System  fRTTSl 

1.  RITS  is  a  subsystem  for  the 
On-Line  Payment  and  Collection  (OPAC)  System 
developed  by  the  OPM  and  Treasury  to  report 
civilian  retirement  and  insurance  contributions. 
Tlte  automated  RITS  interface  with  the  payroll 
system  replaces  the  manual  submission  to  the 
OPM  of  the  SF  2812/2812A. 

2.  To  process  the  RITS  transac¬ 
tions,  the  civilian  payroll  office  shall  provide  the 
disbursing  office  with  the  payroll  system  gener¬ 
ated  hard  copy  of  the  DD  5S2,  Payroll  for  Per¬ 
sonal  Services  (Certification  and  Summary),  the 
SF  2812/2812A,  and  if  applicable,  any  disburse¬ 
ment  vouchers  for  cash  payments. 

a.  Cash  payments  received 
from  employees  for  military  deposits,  health 
benefits  payments,  etc.,  are  considered  cuiTcnt 
transactions.  The  funds  are  collected  and  dis¬ 
bursed  from  the  deposit  fund  account  97X6875, 
Suspense.  The  total  of  the  DD  592  and  cash 
disbursement  voucher  should  equal  the  total  of 
the  SF  2812.  Cash  collections  for  health  benefit 
indebtedness  received  from  pay  accounts  not 
carried  forward  from  former  payroll  offices  n\usl 
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be  reported  to  O^M  separately  on  a  supplemen¬ 
tal  SF  2812  using  the  Off-Line  Bulk  Data  Transfer 
RITS  software, 

b.  The  disbursing  office 
shall  easure  the  voucher  amounts  agree  and  the 
vouchers  contain  proper  certifying  signatures 
before  authorizing  the  transmis.sion  of  the  file  to 
OPM.  The  delay  between  the  payroll  system  file 
creation  and  traasmi.ssion  is  a  necessary  step  in 
the  process  to  establish  adequate  internal  con¬ 
trols  for  the  di.sburscmeiit  of  Government  funds. 
If  the  file  is  transmitted  beforo  the  payment  date, 
OPM  will  warehouse  the  data  until  the  settle¬ 
ment  date. 

c.  The  OPAC  transaction  is 
a  direct  payment  to  OPM.  Report  the  transaction 
on  the  SF  1219,  Statement  of  Accountability,  by 
increasing  line  2.8  and  line  4.1.  The  civilian 
payroll  office  no  longer  charges  account  24X8135 
to  offset  the  SF  2812  payment. 

d.  The  dLsbur^ing  office  can 
generally  confirm  the  transactioas  on  1  to  2 
workdays  following  the  OPAC  payment  date  by 
acce.ssing  the  OPAC  sy.stem  and  selecting  num¬ 
ber  6  -  Print  Bills  charged  to  the  payroll  office 
Agency  Locator  Code.  The  system  provides 
prompts  to  enter  data  that  identifies  the  report  to 
print.  Cite  the  confirmed  OPAC  document 
reference  number  on  the  original  vouchers  to 
show  payment  by  OPAC, 

3.  RITS  provides  the  capability 
to  report  otr  a  regular  biweekly  basis,  as  well  as 
to  report  adjustments  in  a  supplemental  off  cycle 
mode.  Reporting  during  the  regular  biweekly 
cycle  is  the  preferred  method  and  automated 
capabilities  of  the  payroll  system  must  be  fully 
utili/cd  in  order  to  do  so.  Use  of  a  supplemen¬ 
tal  reporting  cycle  should  l>e  limited  to  the 
greatest  extent  pos'.iblc, 

4.  Consolidated  civilian  payroll 
offices  using  RITS  may  have  the  occasion  to 
report  adjustments  applicable  to  former  payroll 
offices  as  well  as  adjustments  applicable  to  the 
consolidated  office.  The  following  procedun.’s 
for  these  situations  have  been  developed: 
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a.  Adjastments  for  accounts 
which  have  not  been  transferred  to  the  consoli¬ 
dated  civilian  payroll  office.  These  accounts 
were  inactive  on  former  payroll  office  records 
and  did  not  convert  to  the  consolidated  office. 
Responsibility  for  these  adjustments  has  been 
affixed  with  the  consolidated  payroll  operation 
as  a  part  of  the  DFAS  civilian  payroll  concept  of 
operations.  These  adjustments  could  involve 
correction  of  a  retirement  plan  or  cash  collections 
for  military  deposits  or  health  benefit  indebted¬ 
ness. 

(1)  Retirement  Plan 
Correction.  These  adjustments  must  be  reported 
to  OPM  via  a  hard  copy  SF  2812  citing  the 
Payroll  Office  Number  which  originally  reported 
the  deductions  and  conlribulions.  Corrected 
retirement  records  and  registers  citing  the  former 
payroll  office  must  also  be  prepared  and  for¬ 
warded  to  OPM.  Copies  of  the  SF  2812,  regis¬ 
ters,  and  record.s  must  also  be  forwarded  to  the 
departmental  reporter  for  the  former  payroll 
office  so  that  cumulative  balances  may  be  adjust¬ 
ed. 

(2)  Cash  Collections  for 
Military  Deposits.  Cash  collodions  for  military 
deposits  must  be  reported  via  a  hard  copy  SF 
2812  citing  the  Payroll  Office  Number  which 
originally  reported  the  deductions.  Corrected 
retirement  records  and  registers  citing  the  former 
payroll  office  must  be  prepared  and  forwarded 
fo  OPM.  Copies  of  the  SF  2812,  registers,  and 
records  must  also  be  forwarded  to  the  depart¬ 
mental  reporter  for  the  former  payroll  office  so 
that  cumulative  oalance.s  may  be  adjusted. 

(3)  Cash  Collections  for 
Health  Benefit  Indebledne.ss.  Cash  collections 
for  health  benefit  indebtedness  should  be  report¬ 
ed  via  RITS  as  a  supplemental  SF  2812/2812A 
from  the  consolidated  payroll  office  using  the 
consolidated  Payroll  Office  Number. 

b.  Adjustments  for  accitunLs 
whii  .  I  have  been  transferred  to  the  consolidated 
civilian  payroll  office.  The.si-  acct)unts  were 
active  on  former  civilian  payroll  office  record.s 
and  converted  to  the  consolidated  office.  Adjust¬ 
ments  may  btt  for  accounts  which  have  become 
inactive  since  ermsolidation  or  for  those  still  in 
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an  active  status.  Responsibility  for  these  adjust¬ 
ments  has  been  affixed  with  the  consolidated 
payroll  operation  as  a  part  of  the  DFAS  payroll 
concept  of  operations.  Records  for  both  the 
former  and  current  payroll  office  may  have  to  be 
corrected,  depending  on  the  effective  date  of  the 
correction  involved. 

(1)  Retirement  Plan 
Correction.  These  adjustments  may  involve  both 
hard  copy  reporting  via  the  SF  2812  and  report¬ 
ing  via  RITS.  Adjustments  which  are  effective 
prior  to  the  transfer  to  the  consolidated  office 
must  be  reported  to  0PM  via  the  SF  2812  citing 
the  former  civilian  Payroll  Office  Number.  Cor¬ 
rected  retirement  records  and  registers  for  that 
portion  applicable  to  the  former  payroll  office 
must  be  prepared  and  forwarded  to  OPM.  A 
copy  of  the  SF  2812,  registers,  and  records  must 
also  be  forwarded  to  the  departmental  reporter 
for  the  former  civilian  payroll  office  so  that 
cumulative  balances  may  be  adjusted.  That 
portion  of  the  adjustment  applicable  to  the 
consolidated  payroll  office  must  bo  corrected 
through  the  payroll  system  and  reported  via  the 
RITS  regular  biweekly  cycle  Adjustments  for 
accounts  which  have  lx!came  inactive  since 
consolidation  must  be  corrected  through  the 
payroll  system  by  reactivating  the  account. 

(2)  Cash  Collectioas  for 
Military  Deposits.  Cash  collections  for  military 
deposits  must  be  reported  via  RITS  during  the 
regular  reporting  cycle.  Collections  for  accounts 
which  have  become  inactive  since  coasolidation 
must  be  corrected  through  the  payroll  .system  by 
reactivating  the  account.  Correction  through  the 
payr.)ll  system  is  necessary  in  order  to  maintain 
the  pniper  sequencing  of  system  assigned  regis¬ 
ter  numbers. 

(3)  Cash  Collections  for 
Health  Benefit  Indebtedness.  Cash  collections 
for  health  benefit  indebtednc.ss  must  be  reported 
via  RITS  during  the  regular  biweekly  reporting 
cycle. 

D.  Form  TSP-2,  "Certification  of 
Tran.sfcr  of  Funds  and  loumal  Voucher."  A  no- 
check-i.ssue  procedure  i.s  used  to  transfer  the 
amount  collected  for  employee's  TSP  deductions 
a.s  well  as  the  agency  contributions  to  the  NFC. 


Funds  arc  transferred  to  NFC  using  the  Form 
TSP-2. 

E.  DD  Form  592.  This  is  a  payroll 
voucher  used  for  certification  of  the  accuracy  of 
the  payment.  It  also  provides  accounting  data  in 
connection  with  civilian  payroll.  Clear  text 
appropriation  data  is  in  Part  II  of  the  DD  Form 
592  to  permit  departmental  reporting  to  the 
Components.  ThLs  data  is  in  addition  to  the 
unique  job  order  data. 

F.  Civilian  Employment  Expense  Re¬ 
ports.  in  support  of  DoD  Instruction  7720.22 
(reference  (bh)),  the  civilian  payroll  office  gathers 
information  on  the  costs  of  civilian  employment. 
This  financial  and  statistical  information  serves 
as  the  basis  for  budget  and  apportionment 
estimates  and  is  used  for  reporting  such  esti¬ 
mates  to  the  OMB  and  the  Office  of  the  Secretary 
of  Defense.  This  information  also  is  used  for 
monitoring  budget  activities  at  departmental 
levels.  The  civilian  payroll  office  either  provides 
this  cost  infonnation  biweekly  as  feeder  data  (if 
a  coasolidaled  civilian  payroll  office)  or  prepares 
an  expeasc  report  on  the  costs  of  civilian  em¬ 
ployment  to  the  Components  monthly  (if  a  non- 
consolidated  civilian  payroll  office). 

G.  Reports  of  Salary  Offsets  for  Nnn- 
DoD  Federal  Aiicncies 

1.  Report  of  Collection.s.  The 
civilian  payroll  office  forwards  a  biweekly  report 
to  each  creditor  agency  of  the  collections  made 
for  the  pay  period.  This  report  shall  include,  at 
a  minimum,  the  non-DoD  agency  to  which  the 
collectioas  apply,  the  civilian  payroll  office  name 
and  addre.ss,  the  employee's  name,  the  amount 
collected  for  each  employee,  the  lime  frame  for 
which  the  collection  applies,  and  the  total 
amount  of  collections  remitted  lo  the  non-DoD 
agency. 

2.  Report  of  Employees  with 
Salary  Offset.  The  civilian  payroll  office  for¬ 
wards  a  biweekly  report  of  employees  with 
salary  offsets  for  non-DoD  Federal  agepcies  to 
the  DFAS  Center  which  originally  forwarded  the 
salary  offset  reque  t  to  the  civilian  payroll  office. 
This  report  shall  include,  at  a  minimum,  the 
employee's  name,  SSN,  creditor  ag.ency,  amount 
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of  the  last  biweekly  collection  amount,  pay  date 
of  the  last  collection,  and  the  debt  balance 
amount.  In  the  case  of  employees  with  more 
than  one  debt  to  a  non-EJoD  Federal  agency,  the 
above  infonnation  shall  be  provided  for  each 
debt. 

H.  Reportine  Union  Dues  to  Labor 
Organizations  or  Associations  of  Management 
Officiais  or  Supervisors.  Each  pay  period  the 
civilian  payroll  office  shall  prepare  a  listing  for 
each  recipient  of  withheld  dues  as  specified  in 
the  withholding  agreement.  At  a  minimum,  the 
listing  shall  include  the  name  and  address  of  the 
civilian  payroll  office,  the  labor  organization  or 
association  for  which  the  listing  pertains, 
employees'  names  and  amount  of  dues  deducted 
for  each,  total  amount  collected,  and  system 
generated  remarks  that  explain  discontinued 
deductions. 

090204.  Monthly  Reports 

A.  Monthly  Report  of  Federal  Civilian 
Employment,  Interagency  Report  Control  Num- 
lier  flRCNl  1032-OFM-MO.  This  report  is  re¬ 
quired  by  OPM  and  is  prepared  by  each  office 
maintaining  operating  budget/allotment  ledgers. 
It  reports  obligations  for  wages  and  salaries 
earned  by,  and  lump-sum  leave  payments  made 
to,  civilian  employees  and  wages  and  salaries  of 
foreign  national,  direct-hire  personnel.  This 
report  has  been  cleared  in  accordance  with  the 
Federal  Information  Resources  Management 
Regulation  (FIRMR)  201-9.202-2  (reference  (bi)), 
and  assigned  IRCN  1032-OFM-MO. 

B.  Manpower  and  Funding  Report. 
See  subparagraph  090203. F. 

090205.  Quarterly  Reports 

A.  Coiilinuation  of  Pay  for  nisabling, 
lob  Related  Traumatic  Injuries  Sustained  by 
Federal  Employees.  IKCN  0063  LXIL-OU.  The 
Department  of  Labor  requires  a  quarterly  report 
on  COP.  The  requirement  was  established  by  20 

C.F.R.  10.21)0  (reference  (w))  and  applies  to  all 
civilian  payroll  offices  including  National  Guard 
units.  This  report  has  been  cleared  in  accor¬ 
dance  with  FIRMR  201-9.202-2  (reference  (bi)), 
and  assigned  IRCN  0063  DOL-QU. 


B.  Employment  Statistics  Program, 
IRCN  0184  E>OL-XX.  Upon  request,  the  civilian 
payroll  office  furnishes  feeder  data  to  the  civiliau 
personnel  office  on  total  wages  paid  to  civilian 
employees  for  specific  calendar  quarters.  The 
civilian  personnel  office  prepares  and  submits 
the  final  report.  This  report  has  been  cleared  in 
accordance  with  FIRMR  201-9.202-2  (reference 
(bi)),  and  assigned  IRCN  0184  DOL-XX. 

C.  Employer's  Quarterly  Federal  Tax 
Return,  Fonin  941.  Each  civilian  payroll  office 
shall  report  tax  payment  information  to  the  IRS 
on  Form  941.  The  report  shall  be  completed  and 
filed  by  t'le  due  date  established  by  the  IRS. 
This  is  normally  the  end  of  the  month  following 
the  clo.se  of  the  quarter.  If  all  the  taxes  for  the 
quarter  are  deposited  when  due,  file  the  Form 
941  by  the  10th  day  of  the  second  month  fol¬ 
lowing  the  close  of  the  quarter.  The  tax  payment 
infonnation  required  under  Schedule  B,  Record 
of  Federal  Tax  Deposits,  shall  come  from  the 
payment  records.  The  total  amount  of  tax  pay¬ 
ments  during  a  quarter  shall  agree  with  the  total 
taxes  due,  with  no  further  payment  required  to 
be  made  with  the  Form  941,  The  Form  941  can 
be  obtained  from  the  nearest  IRS  office. 

1.  Civilian  payroll  offices  with 
the  capability  shall  utilize  FEDTAX  to  report 
Fom»  941  data  to  the  IRS.  FEDTAX  is  an  IRS- 
and  U.S.  Treasury-developed  so.ftware  applica¬ 
tion  that  utilizes  the  Government  On-Line  Ac¬ 
counting  Link  System  to  eliminate  hard  copy 
reporting  of  Form  941  quarterly  and  issuing  U.S. 
Treasury  checks  to  the  IRS, 

2.  The  civilian  payroll  office 
forwards  the  IRS  disbursement  vouchers  (i.e.,  the 
SF  1049)  to  the  disbursing  office  at  an  agreed- 
upon  lime  preceding  the  payment  date  for 
transmitting  the  voucher  data  through  FEDTAX 
to  the  IRS. 

3.  The  disbursing  office  return.s 
the  Form  941  printout  to  the  civilian  payroll 
office  the  day  following  each  IRS  disbuisement. 
This  printout  reflects  the  cumulative  totals  for 
the  quarter. 

4.  The  civilian  payroll  office 
corrects  any  discrepancie.s  as  needed. 
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090206.  Semiannual  Reports 

A,  U.S.  Savings  Bonds  Payroll  Sav¬ 
ings  Report,  IRCN  0215-TD-SA-T 

1.  In  accordance  with  Volume  5 
of  this  Regulation,  the  consolidated  civilian 
payroll  offices  shall  provide  feeder-type  data  on 
bond  participation  statistics  to  the  recipients  in 
subparagraph  090206. A.2.  This  report  has  been 
cleared  in  accordance  with  FIRMR  201-9.202-2 
(reference  (bi)),  and  assigned  IRCN  0215-TD-SA- 
T.  This  data  shall  be  submitted  twice  yearly  on 
or  before  the  25th  day  following  the  end  of  each 
semiannual  calendar  period  (31  March  or  30 
September).  The  report  shall  include  the  follow¬ 
ing: 

a.  Pay  period  ending  date; 

b.  The  reporting  payroll 


c.  Summarized  data  by 
Component  with  break  out  by  Geographic 
Location  Code; 

d.  A  column  with  the  total 
number  of  employees;. 

e.  A  column  with  the 
number  of  employees  enrolled  in  the  payroll 
savings  plan; 

f.  A  column  with  the 
percentage  participation;  and 

g.  A  column  with  the  total 
dollar  amount  withheld  from  employees  for  the 
pay  period. 

2.  The  consolidated  civilian 
payroll  offices  shall  submit  the  report  to  the 
following! 

a.  For  Air  Force  activities: 

HQ  AFMPC/DPMASC 
550  C  St.  West,  Suite  12 
Randolph  AFB,  TX  78150-4714 

b.  For  Army  activities: 


U.S.  Army  Finance  Command 
Atb.;  SFFM-FC-DD 
Indianapolis,  IN  46249-3060 

c.  For  Department  of  Navy 

activities; 

Administrator 

Navy  Savings  Bond  Program 
Navy  Military  Personnel  Command 
(NMPC-64CC) 

Washington,  DC  20370-5640 

B.  Report  of  Withholdings  end 
Contributions  for  Retirement,  Group  Life  Insur¬ 
ance,  and  Employees  Health  Benefits,  IRCN  1064 
OPM-AN.  0PM  has  requirements  for  a  semian¬ 
nual  headcount  required  for  the  last  pay  period 
paid  during  the  1st  through  the  15th  of  March 
and  September.  OPM's  Payroll  Office  Letters 
contain  line-by-linc  inslructioas  for  completing 
the  headcount  together  with  illustrative  examples 
of  data  OPM  requires.  OPM  Form  1523  must  be 
attached  to  and  submitted  with  the  SF  2812  and 
SF  2812A  covering  the  same  period.  This  report 
has  been  cleared  In  accordance  with  FIRMR  201- 
9.202-2  (reference  (bi)),  and  assigned  IRCN  1064 
OPM-AN. 

C.  Civilian  Direct  IXmosit  Partidna- 
tion  Report,  When  directed,  the  civiliin  payroll 
office  furnishes  data  to  the  appn>priatc  function¬ 
al  otganizalion  on  civilian  employees  participat¬ 
ing  in  DD/EFT.  This  feeder-type  information  is 
used  by  DoD  managers  to  report  to  the  Treasury 
Department's  Financial  Management  Service 
payment  voluine.s  stratified  by  payment  mecha¬ 
nism  (such  as  casli.  Treasury  Department  check 
and  direct  deposit/EFT  salary  payments).  The 
DoD  report  is  due  to  the  Treasury  Department 
within  30  days  following  the  end  of  March  and 
September  of  each  year. 

D.  Semiannual  Report  of  Enrollees  in 
ITepaid  Health  Bene 'it  Plans.  A  semiannual 
report  of  enrollees  in  prepaid  plarcs  is  attached  to 
the  SF  2812,  listing  enrollees'  names  and  total 
money  (withholdings  and  contribution).  The 
semiannual  report  shall  include  enrollment  data 
for  prepaid  plans  for  the  payroll  paid  during  the 
1st  thixmgh  the  15th  of  M-irch  and  .September.  If 
there  are  two  payrolls  paid  during  that  period, 
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the  civilian  payroll  office  shall  only  report  enroll¬ 
ment  data  for  th^  last  payroll  paid.  The  data  in 
this  report  shall  first  be  sorted  by  FEHB  enroll¬ 
ment  code  and  then  SSN.  The  report  shall  pro¬ 
vide  a  subtotal  for  each  enrollment  code  and  a 
grand  to'al  for  each  plan.  The  number  reported 
should  reconcile  to  the  SFs  2811. 

090207.  Annual  Reports 

A.  Report  of  Work-Years  and  Person¬ 
nel  Cost,  IRCN  0197-OPM-AN.  This  report 
provides  information  0MB  requires  to  estimate 
the  cost  of  proposed  Federal  pay  increases, 
evaluate  the  financial  effects  of  proposed  legisla¬ 
tion  on  civilian  personnel  compensation  and 
benefits,  and  prepaie  analysis  of  pay  and  pereon- 
nel  benefits  of  Federal  employees.  The  consoli¬ 
dated  civilian  payroll  office  provides  feeder-type 
data  on  the  leave  data  for  part  C  of  this  report. 
This  report  has  been  cleared  in  accordance  with 
FIRMR  201-9.202-2  (reference  (bi)),  and  assigned 
IRCN  1097  OPM-AN. 


B.  Report  of  Personnel  and  Payroll 
Outlays  by  Operating  Locations,  Report  Control 
Symbol  fRCSl;  DD-DA&MfAl  1600.  The  civilian 
payroll  office  provides  system-generated,  feeder- 
type  information  in  accordance  with  DoD  In¬ 
struction  7710.3  (reference  (bj)).  This  report 
contains  statistical  information  on  civilian  em¬ 
ployment  and  DoD  payroll  outlays  by  location. 

C.  Waee  and  Tax  Statements 

1.  WaKc  and  Tax  Statements  to 
SSA.  Form  W-2  is  used  to  report  taxable  income 
to  the  SSA  and  IRS.  The  civilian  paymll  office 
shall  issue  a  Form  W-2  to  employees  no  later 
than  Janu.  y  31  of  the  year  following  the  appli¬ 
cable  tax  (calendar)  year.  This  also  applies  to 
employees  who  died  or  separated  during  the 
year.  Individuals  may  request  the  form  at  an 
earlier  date  by  making  their  request  in  writing  to 
the  civilian  payroll  office.  In  such  iastances,  the 
form  is  to  Fk-  issued  wilhin  30  calendar  days  of 
n’ceipt  of  the  request  or  of  the  final  payment, 
whichever  is  late*".  Civilian  payroll  offices  in  the 
D)D  arc  required  to  use  the  DFAS  approved 
standardized  Form  W-2  each  year. 
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2.  Wage  and  Tax  Statements  to 

States 

a.  The  civilian  payroll  office 
provides  this  information  to  States  that  have 
Treasury-State  withholding  agreements. 

b.  The  civilian  payroll  office 
provides  aimual  information  returns  on  Form 
W-2.  (Other  forms  prescribed  by  States  shall 
not  be  used). 

c.  Reports  to  States  for 
wages  earned  and  taxes  withheld  shall  be  sub¬ 
mitted  as  required  by  the  reporting  requirements 
for  each  State.  Reports  shall  include: 

(1)  Employees  em¬ 
ployed  in  the  State  and  subject  to  tax  (whether 
or  not  iax  is  withheld);  and 

(2)  Employees  who 
have  established  voluntary  allotments  for  that 
State's  income  tax. 

d.  The  civilian  payroll  office 
includes  in  the  returas  only  the  information  on 
Forms  W-2:  employee's  name,  address,  SSN, 
wages  and  taxes  withheld,  if  any. 

e.  The  civilian  payroll  office 
shall  submit  Forms  W-2  or  magnetic  tape  to 
report  to  Slates.  If  the  State  taxing  authorities 
have  agreed  to  accept  magnetic  tape,  the  civilian 
payroll  office  shall  submit  the  information  on  a 
.separate  tape  file.  The  civilian  payroll  office  shall 
file  all  returns  in  accordance  with  instructions 
issued  by  the  Slate  taxing  authorities.  The 
civilian  payroll  office  must  request  approval 
from  State  agencies  before  reporting  by  magnetic 
tape.  Civilian  payroll  offices  can  get  a  list  of 
State  agency  conlacLs  from  the  regional  SSA 
office  or  from  SSA,  P.O.  Box  2137,  Baltimore,  MD 
21203. 

f.  The  civilian  payroll  office 
^may  have  to  report  information  to  more  than  one 

taxing  autho.’ity  for  the  same  employee.  If  .so,  it 
shall  supply  a  copy  of  Form  W-2  lo  the  proper 
taxing  authorities  on  request.  Those  authorities 
will  decide  if  the  employee  is  liable  for  any  tax. 
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g.  A  State  requirement  to 
file  information  returns  monthly  does  not  affect 
existing  arrangements  to  submit  Forms  W-2  only 
once  a  year. 

3.  Wane  and  Tax  Statements  To 
Cities  Or  Other  Localities 

a.  The  civilian  paymll  office 
provides  this  information  to  cities/ localities  that 
have  Treasury-city/'ocality  withholding  agree¬ 
ments  and  to  cities/localities  where  voluntary 
deductions  have  been  made. 

b.  The  civilian  payroll  office 
provides  annual  returns  on  Form  W-2.  (Other 
forms  prescribed  by  cities /localities  shall  not  be 
used).  Reports  shall  include: 

(1)  Employees  em¬ 
ployed  in  the  city/locality  and  subject  to  fax 
(whether  or  not  tax  is  withheld);  and 

(2)  Employees  who 
have  established  voluntary  allotments  for  that 
city/locality's  income  tax. 


a.  The  civilian  payroll  office 
mast  give  annual  Forms  W-2  to: 

(1)  Employees  subject 
to  mandatory  withholding; 

(2)  Employees  subject 
to  the  tax,  but  not  the  withholding,  because  they 
do  not  reside  in  the  State  in  which  the  city  or 
locality  is  localed-this  includes  those  who  did 
not  elect  voluntary  withholdlng-and 

(3)  Employees  subject 
to  the  tax,  but  not  the  withholding,  because  their 
regular  place  of  duty  is  outside  the  city  or 
locality,  if  they  have  elected  voluntary  withhold- 
ing. 

b.  The  civilian  payroll  office 
shall  mail  annual  wage  and  lax  information 
iX’furns  to  each  employee's  nonwork  adda’ss  by 
lanuary  31  of  tiie  next  year.  The  Form  W-2  shall 
include: 

(1)  Employee's  name, 

SSN,  and  addre.ss. 


c.  The  civilian  payroll  office 
includes  in  the  returns  only  the  information  on 
Forms  W-2:  employee's  name,  address,  SSN, 
wages  and  taxes  withheld,  if  any. 

d.  The  civilian  paymll  office 
shall  submit  Forms  W-2  or  magnetic  tape  to 
report  to  cities/localities.  If  the  city  or  locality 
taxing  authorities  have  agreed  to  accept  magnetic 
tape,  the  civilian  payroll  office  .shall  submit  the 
information  on  a  separate  tape  file.  The  civilian 
payroll  office  shall  file  all  returns  in  accordance 
with  instructioas  issued  by  the  city  and  ItKalify 
taxing  authorities.  The  civilian  payroll  office 
mu.st  request  approval  from  city  or  lis;al  agencies 
before  reporting  by  magnetic  tape. 

0.  A  city  or  locality  require¬ 
ment  to  file  information  returas  monthly  does 
not  affect  existing  arrangements  to  submit  Forms 
W-2  only  once  a  year. 

4.  Wage  and  Tax  Statements  To 

Employees 


(2)  Wages  subject  to 
Social  Security/Medicare,  Federal,  State,  city  or 
local  withholding. 


(3)  Social  Securi- 
ty/MeUicare,  Federal,  Slate,  city  or  local  tax 
withheld,  if  any. 


or  county. 


(4)  Name  of  State,  city 


signed  EIN. 


(5)  City  or  county  as- 


D.  SF  281 1 


1.  The  SF  2.S!1  traasmits  SF.s 
28(19/2810  to  the  FEHB  carriers.  It  is  also  used 
to  reconcile  carrier  and  civilian  payrcill  office 
enrollment  a-cords. 

2.  Ihe  civilian  payroll  office 
prepares  an  original  and  two  copies  of  the  Si- 
2811  to  cover  the  traasmittai  of  SFs  280‘)/2810 
that  are  accumulated  for  no  rnore  than  1  week. 


•  •  • 


•  •  • 
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Transmittal  ot  these  forms  should  not  be  delayed 
to  coincide  with  applicable  payroll  dcdtictions. 
The  SF  2811  is  prepared  as  follows: 

a.  Carrier's  Name,  Address, 
and  Code.  Indicate  the  carrier's  name,  address 
and  code  from  the  OTM  Payroll  Office  Letters 
issued  annually  that  transmit  FEHB  information. 
The  earner  code  is  the  first  two  digits  of  the 
enrollment  code. 

b.  Paymll  Office  Number. 

c.  Report  Number.  The  SF 
2811  “report  number"  begins  with' a  two-digit 
number  designating  the  calendar  year  and  runs 
in  numerical  sequence  starting  with  number  1. 
Thus,  93-1  would  be  the  number  of  the  first  SF 
2811  sent  on  or  after  January  1,  1993.  The  sec¬ 
ond  SF  2811  in  that  year  would  be  93-2.  Begin  a 
new  series  of  numbered  transmittals  starting 
with  the  number  1  with  the  first  transmittal  in 
the  calendar  year.  Use  a  separate  numbering 
series  for  each  carrier. 

d.  Date  of  Report,  Indicate 
the  transmission  date  of  the  SF  2811. 

e  Part  A,  Transmittal. 
Record  in  the  spaces  provided  the  number  of  SFs 
2809/2810  iK'ing  transmitted. 

f.  Part  B,  Summary  Report 
of  Number  of  Enrollees: 

(1)  Enrollees  From  Last 
Report.  Enter  the  numbers  shown  on  line  "Total 
Enrollees"  from  the  prior  report. 

(2)  Sorting.  To  facilitate 
preparation  of  the  report  and  assist  the  carrier, 
sort  SFs  2809/2810  and  attach  to  SF  2811  in  the 
order  in  which  the  count  is  recorded.  For  exam¬ 
ple,  for  new  enroiiees,  sort  the  SFs  2809  accord¬ 
ing  to  the  last  digit  of  the  enrollment  code 
number.  These  SFs  2809  v\'')uld  be  the  first 
gmup  of  attachments.  For  changes  of  enrollment 
code,  .sort  S'^s  2809  the  same  v  ay  and  make 
these  the  second  group  of  attachrr.ents,  SFs  2810, 
showing  a  change  in  the  name  of  the  eniollec 
(part  F)  only,  are  the  la.sl  attachment,  and  are  not 


included  in  the  count  under  "add"  or  "deduct" 
entries  explained  below. 

(3)  Add: 

(a)  New  Enrollees 
(SF  2809).  Include  employees  enrolling  for  the 
first  time  and  employees  changing  from  one 
carrier's  plan  to  another. 

(b)  Changes  in 
Code  (SF  2809).  Include  employees  changing 
enrollment  code  number  within  the  same  plan 
(when  parts  3  and  C  of  the  SF  2809  show  the 
same  carrier).  The  entry  on  this  line  should 
correspond  with  the  code  number  in  part  B  of 
the  SF  2809. 

(c)  Transfers  in  (SF 
2810).  Include  transfers  into  the  payrt)ll  office 
from  other  payroll  offices  (part  D  of  the  SF  2810). 

(d)  Other  (See  . 

Remarks).  Report  other  additions  to  enrollments 
not  shown  on  the  preceding  lines.  Examples; 
reinstatements  (part  G  of  the  SF  2810);  void 
actioas;  and  corr  lions  in  count  requested  by 
carrier.  Support  line  entries  with  a  brief  expla¬ 
nation  under  Remarks. 

(4)  Deduct; 

(a)  Cancellations 
(SF  2809).  Include  voluntary  cancellatioas  only 
(part  D,  item  2  of  the  SF  2809). 

(b)  Changes  in 
Code  (SF  2809).  Include  employee:,  changing 
enrollment  code  number  with  the  same  plan 
(when  parts  B  and  C  of  the  SF  2809  show  the 
same  carrier).  The  entry  on  this  line  should 
correspond  with  the  code  number  in  part  C  of 
the  SF  2809.  NOTE:  The  adds  and  deducts  for 
changes  in  code  must  agree  in  the  total  column. 

(c)  Changes  in 
Plan  (SF  2809).  Include  when  parts  B  and  C  of 
the  SF  2809  are  completed  to  change  enrollment 
from  one  plan  to  another. 
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(d)  Terminations 
(SF  2810).  Include  when  part  B  of  the  SF  2810  is 
completed, 

(c)  Transfers  Out 
(SF  2810).  Used  for  transfers  to  another  civilian 
payroll  office  (part  C  of  the  SF  2810). 

(f)  Other  (See 
Remarks).  Report  other  deductions  in  enroll¬ 
ments  not  shown  on  the  five  preceding  lines. 
Example;  Suspensions  (Part  F  of  the  SF  2810); 
void  aciions;  and  deduct  corrections  in  count 
requested  by  carriers.  Support  line  entries  with 
brief  explanation  under  Remarks. 

(5)  Total  Column.  For 
each  line,  enter  total  count. 

(6)  Total  Enrollecs. 
Obtain  the  count  on  this  line  for  each  enrollment 
code  number  by  deducting  the  total  deducts 
from  the  total  enrollees  from  the  last  report  plus 
adds. 

g.  Part  C,  Certification. 

Show  the  civilian  payroll  office  name  and  ad¬ 
dress  as  registered  with  0PM.  The  civilian 
payroll  off>ce  supervisor,  or  other  designated 
individual,  signs  the  form  in  the  appropriate 
space. 

3.  Before  sending  the  SF  2811, 
the  civilian  payroll  office  places  the  report 
number  in  the  lower  right-hand  corner  of  the 
carrier's  and  civilian  payroll  office's  copies  of 
each  attached  SF  2809/2810. 

4.  The  SF  2811  is  distributed  as 

follows; 

a.  The  original  and  first 
copy  are  sent  by  first  class  mail  to  the  carrier, 
supported  by  the  carrier's  copies  of  the  SFs 
2809/2810. 

b.  The  second  copy,  sup¬ 
ported  by  the  civilian  payroll  office's  copies  of 
the  SFs  2809/2810,  is  kept  for  the  civilian  payroll 
office's  files  pending  the  return  of  the  first  copy 
by  the  carrier. 
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RECORD  OF  UEAVE  DATA 


I  Nam  (Laal.  Fni  MaHM) 


Ti~iauai  SaouMr  Numa> 


I  3.  (For  •(K'Ky  um) 


4  DaI«  inO  Nilur*  of  S40*rAt>0n 


5  A.  Sudacl  10  i  use  630<(B)|4S day  Nava  calling)  |  |  Ya>  |  |l* 

e  Usi 0«i« Sub|«ci to  5 use  6304(B)  |c  Annual  LMivo  BAlanM  uoTl hat  0«t« 

(Houn) 


6  Toul  Swnelor 
LMvtt  (It  o(  D«t* 

ol  St^raLon) 


lylora  than  is  Vaars 

Laas  Than  15  Yaart  (show)  Years 


SUMMARY  OF  ANNUAL  AND  S!CK  LEAVE 


SUMMARY  OF  HOME  LEAVE 


7  Cerrywar  Bei- 


MO  DAY  YEAH  I 


Id  Baste  ServicG  Pertod  ol  24 
Monihs  of  Cooiifiuous 
Servtca  AbioeO  Date  Sierled 

Dale  ComplotBd 


19  Cutreni  12  Months  Accrual  Period 
Beyan  on 


Hours  Absenl  Without  Pay  Since 
that  Date  n  ■  .  — 


2U  Current  Balance  (or  acciual)  as  ol 


Number  of  Days  • 


21.  Twelve  Monihs  Accrual  Data  as  ol  Dal*  orSopaiaiion 
Number  ol  Days  — ~  ^ 


HOURS  22  Dales  Leave 
Used  Prior  24 
Mcmlhs 


_ AWCMCC  WrrHOtfT  PAY 

16  During  Leave  Year  n  Wrsch  Sape/ated 


17  A  Dale  of  Laet  Eouivaiani  Increase 


MO  DAY  YEAR  I 


B.Tmh  AWOp  Hours  Seioe  Laat  EtM'raMnt  incraaee  (aioapr  during  Hows 
mMary  aarvea  and  wNia  n  raoapl  of  OWCP  paimanta)  - 


24  Hamania  (siduclt  ariore  leave  miormston.  rt  appacabte.' 


?t  Cartrtwo  Coned  By  (Signeiura) 


1 26  Title.  Agency.  Addieea.  Telephone  Number 
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TFEM  ENTRY 

1  Enter  name  and  iniddle  initial  of  the  employee  exactly  as  used  on  the  pay  records. 

I  Enter  employee's  SSN. 

3  Either  leave  this  blarvk  or  enter  the  data  required  by  the  respective  payroll  system  being  used, 
such  as  the  payroll  control  number. 

4  Enter  dale  and  nature  of  separation  as  shown  on  the  SF  50  effecting  separation  or  transfer. 

5  Enter  employee's  status  for  leave  purposes.  Show  in  the  proper  block  whether  the  employee 
is  subject  to  overseas  maximum  annual  leave  accumulation.  Show  ending  date  of  pay  period 
when  this  stopped,  and  annual  leave  balance. 

f)  Check  the  appropriate  block  to  show  employee's  total  creditable  service  for  leave  purposes  as 
of  the  date  of  separation  or  transfer.  Show  years,  months,  and  days,  if  less  than  15  years. 

7  Enter  ending  date  of  prior  leave  year  and  balances  of  annual,  sick  and  restored  leave  brought 
forward  to  current  leave  year. 

8  Enter  date  through  which  leave  was  credited  and  amount  of  annual  and  sick  leave  earned  and 
credited  since  the  beginning  of  the  current  year. 

9  Enter  sum  of  the  prior  balances  and  current  acciuals. 

10  Enter  reduction  in  annual  and  sick  leave  credits  caused  by  absences  in  a  nonpay  status.  If  none, 
enter  "0". 

II  Enter  number  of  hours  of  annual  and  sick  leave  taken  during  the  current  year  through  date  of 
separation  or  transfer  as  shown  in  item  4. 

12  Enter  figures  derived  by  subtracting  the  total  reduction  in  credits  and  leave  taken  from  the  total 
figures  in  item  9.  Add  in  sick  leave  balance  column  and  explain  in  item  24  when  sick  leave 
balance  is  reported  to  OEM  on  SF  2806  f«)r  use  as  a  credit  in  computing  annuity. 

13  Enter  total  hours  repmsenting  lump-sum  payment.  This  includes  annual  leave,  excess  annual 
leave  (any  amount  over  employee's  ceiling— normally  240  haul's),  and  restored  annual  leave. 

14  Enter  salary  rate  at  which  lump-sum  payment  was  computed.  If  mon’  than  one  salary  rate  was 
involved,  state  the  number  of  hours  computed  at  each  rate.  Also  see  iti?m  13. 

15  Enter  inclusive  dates  and  the  number  of  hours  included  in  the  lump-sum  annual  leave  period. 

16  Enter  number  of  hours  of  absence  in  a  nonpay  status  during  the  leave  year  in  which  separated. 

17  Enter  beginning  date  of  wailing  period  for  next  step  increase,  and  total  number  of  hours  of 
LWOP,  furlough,  suspension,  and  AWOL  since  the  waiting  period  began. 


Table  9-1,  Instructions  for  Completing  the  SF  1150  (continued) 


271 


Volume  8,  Chapter  09  DoD  Financial  Management  Regulation 

I 

18  Enter  date  of  arrival  abroad  for  home  leave  purposes  and  date  of  completion  of  basic  service 
period. 

19  Enter  date  the  current  12-month  home  leave  accrual  period  began  and  number  of  hours  in  a 
nonpay  status  during  the  current  period. 

20  Enter  date  through  which  home  leave  was  credited  and  current  balance  of  day.s  of  leave  earned. 

21  Enter  rale  of  accrual  for  each  12  months  of  service  abroad. 

22  Enter  dates  on  which  home  leave  W'as  used  during  prior  24  months. 

2h  Enter  inclusive  dates  of  regular  or  special  military  leave  taken  during  the  current  calendar  year. 

24  Enter  amount  of  employee  deductions  for  FEHB  and  FEGLl.  Show  date  through  which  last 

deduction  was  made.  Include  FEHB  carrier  code  and  enter  last  day  in  a  pay  status. 
Miscellaneous  data: 


a.  If  nonforeign  differential,  nonforeign  allowance,  or  foreign  differential  were  paid  as  a  part 
of  the  lump-sum  payment  for  leave,  identify  the  ratc(s)  and  kind  (if  payment  by  number  of 
hours  and  calendar  dates. 

b.  Show  total  number  of  days  worked  by  an  inlermittenl  employee  as  of  date  of  separation. 

c.  For  700-hour  employee,  eiilor  '700-Hour  Employees,"  itours  workt’d,  and  .separation  date. 

d.  If  employee  retired  and  sick  leave  was  repmrfed  to  OPM  for  use  as  a  credit  in  computing 
annuity,  enter  "Sick  leave  used  in  computation  of  annuity  and  Ls  not  available  for  recredit." 

e.  Enter  unu.sed  military  leave. 

^  f.  If  an  employee  transfers  restored  annual  leave,  indicate  the  balance  of  restored  leave  and  the 

year  it  will  be  forfeited.  For  example; 

Restored  leave  Forfeit  at  end  of  leave  year 

24  1990 

U.  1992 

g.  If  an  employee  receives  a  lump-sum  payment  that  includes  restored  leave,  project  the  lump¬ 
sum  leave  period  in  the  following  .sequence:  (1)  Restored  annual  leave  projected  to  expire  at  the 
end  of  tile  current  leave  year,  (2)  Excess  annual  leave;  (3)  Restored  annual  leave  projected  to 
expire  in  other  tlian  tltc  current  leave  year;  (4)  Regular  annual  leave.  Example:  An  employee 
separates  May  lb,  1992,  wMth  .in  .annu-al  (regular)  leave  balance  of  368  hour:,  has  a  ceiling  of  304 
hours,  and  has  a  mstored  annual  leave  balance  of  40  hours;  24  hours  must  lx?  used  by  January 
10,  FWl,  and  16  hours  by  January  9,  1992.  The  information  is  recorded  in  block  24  as  follows: 
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I  ,UMP-SUM  LEAVE  DATA 


TYPE  OF  ANNU¬ 
AL  LEAVE 

TOTAL 
HOURS  PAID 

FROM 

YR  MO  DA 

TO 

YR  MO  DA 

FORFEIT  AT 
END  OF 
LEAVE  YEAR 

Restored 

24 

91  05  18 

91  05  20 

1991 

Facccss 

64 

91  05  21 

9]  06  01 

1991 

Restored 

16 

91  06  02 

91  06  03 

1992 

Regular 

304 

9!  06  04 

91  07  27 

h.  Show  the  amount  of  the  employee's  year-to-date  wages  for  Social  Security  and/or  Medicare 
tax  and  the  as  of  date. 

i.  Show  the  amount  of  the  cmployee'.s  year-to-date  TSP  deductions  and  the  ns  of  date. 

j.  Show  any  other  pertinent  information  on  the  employee  (see  subparagraph  090202, C.l.). 

25  Enter  the  signature  of  the  certifying  official. 

26  Enter  the  title  of  the  certifying  official,  address  and  telephone  number  to  whic),  inquiries 
regarding  the  form  should  iw  directed. 

27  Enter  the  date  the  SP  1150  was  prepantd. 
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INDEX 


Absence . 158 

Administrative  costs  .  231,  232 

Adniinistrative  uncontrollable  overtime . 55 

Advance  of  pay . ■ . 67 

Collection . 67 

Eligibility . 67 

Air  traffic  controllers . 213 

Alimony  and  child  support  (see  also  Child  support) . 122 

Allotments . 125 

Authorized  allotments  . 126 

Discontinuance . 130 

Eligibility  Rules  . 129 

Emergency  Allotments . 130 

Limitations . 130 

OCONUS . 131 

Savings  . 131 

Unauthori/ed  allotments  . 129 

Withholding . 132 

Allowances  . 56 

Cost  of  living . 57 

Cuba  benefit  . 59 

Danger  pay  . 59 

Education . 58 

Foreign  transfer . 58 

Living  quarters  . 57 

Official  residence . ' . 59 

Physicians'  comparability . 61 

Post  . 57 

Remote  site  . 62 

Representation . 58 

Retention . 62 

Separate  maintenance . 58 

Temporary  quarters  subsistence . 57 

Uniform . 81 

Alternate  work  schedule . 37 

Annual  leave . 150 

Advancement . 152 

Limitations  and  variances  . 151 

Uncommon  tours  of  duty . 151 

Awards . 68 

Incentive  . 68 

Payroll  procedures . 69 

AWOL . 164 

Backpay  . 73 

Computations  . 74 

FEHB  and  FEGLl . 79 

Interest . 75 

Leave  restoration . 78 

Bankruptcy  .  125,  244 
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Basic  pay . 47 

Geographic  adjustment  . 47 

PMRS  employees . 48 

Rates  . 47 

SES  employees . 49 

Bonds  . 128 

Canadian  employees . 182 

Unemployment  in  irance  . 173 

Ceilings  on  compensation  . 45 

Aggregate  limitation  . 46 

Multiple  appointments . 46 

Premium  pay . 45 

Certification  of  T&A  (see  also  Time  &  attendance)  . 41 

Chaplains  . 215 

Charily  contributions . 127 

Child  support  . 122 

Procedures . 123 

Voluntary  allotments  . 129 

City/ local  lax  . 108 

Withholding  agmements  . 108 

Withholding  certificates . 109 

Civilian  payroll  disestablishment  procedures . 12 

Actions  by  losing  payroll  office  . 13 

Collec'ion  of  debts  due  the  U.S . 122 

Commercial  debts  . 124 

Compensatory  time .  39,  51 

Authorization . 39 

Time  off  for  religious  reasons .  53,  155 

Used  . 155 

Compressed  work  schedule . 38 

Continuation  of  pay  .  39,  70 

Controls . 39 

Leave  buy  back  . 72 

Period  . 71 

Court  fees  .  159,  240 

Court  leave  . 159 

Court-ordered  indebtedness  . 243 

Credii  hours  . 157 

'  tayiiglit  savings  time  . 41 

DD/EPT  . 4 

Applicability  . 5 

Enrollment . 7 

Exempt  personnel  . 5 

Reimbursement  of  financial  institution  charges  . 7 

Vv'aivers  . 5 

Deceased  employees  . 204 

Form  W-2  . 206 

Payment . 204 

Payment  computation  . 205 

Differentials . 56 

Night  and  shift  . 53 

Post  . 59 
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Staffing  . 

Supervisory . 

Tropical . 

Direct  deposit  (see  also  DD/EFT) 

E)oDDS  employees  . 

Allowances  and  differentials 

Compensation  . 

FEGLl  and  FEHB  deductions 
Leave  . 


Other  deductions . 

Pay  durioe  summer  recess  . 

Premium  pay . 

Salary  schedules  . . 

Step  increases . 

Teaching  position  educators 

E)tiubtful  claims . 

Advance  decisions . 

Filing  a  claim . 

Payment . 

Earned  income  credit . 

Paying  (he  advance  . 

Reporting . 

W-5  . 


Emergency  evacuation  payments . 

Employees  transferred  to  international  organizations 

Leave  account  . 

EMT  . 


Leave  and  overtime . 

Environmental  pay  . 

Excused  absence  . 

Experts  and  consultants . 

Leave  accrual . 

Salary  increases  . 

Federal  tax  . 

Adjustments . 

Compensation  subject  to  income  tax 
HIC  . 


Method  of  withholding  . 

Payment  of  withheld  taxes  .... 
Quarterly  tax  return  (941)  .... 
Reporting  certain  forms  W -4  .. 
Resident  and  nonresident  aliens 
W-4  . 


Withholding  exemptions 


Jury  duty .  LW, 

Witne.ss  .  LS9, 

FEGLl  . 

Adjustments . 

NGAUS  insurance  . 

Optional  in.surance . 

Waiver  of  insurance . 


9 
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Withholding  dur  ng  a  ncnpay  status  . . . . 118 

Withholding  while  on  OWCP  . 119 

FEiiB  . 110 

Adjustments . 115 

Deductions  and  Contributions . Ill 

Four-day  rule . 113 

Part-time  employees . 113 

Payroll  processing  . 114 

SF  2811  .  267 

Temporary  employees  . ,114 
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Leave  buy  back  . 

Current  year  . 

Prior  year . 

Leave;  Restored . 

Leave-sharing  . 

Voluntary  leave  bank  program . 

Legally  incompetent  employees . 

Levy  (see  also  Tax  levy)  . 

Lump-sum  leave  payments . 

Computation  . 

Refunds . 

LWOP . 

Muss  transfer . 

Final  pay  . 

Gaining  civilian  payroll  office  responsibilities 
Losing  civilian  payroll  office  responsibilities  . 

Military  deposits . 

Military  leave  . 

Missing  persons,  captured  or  interned . 

Night  Sc  shift  differential . 

FVVS  employees . 

GS/GM  employees  . 

Part-time  employees . 

Nonforeign  allowances  and  differentials  . 

On-call  employees . 

Order  of  precedence  . 

Overpayments . 

Current  year  correctioas . 

Prior  year  corrections . 

Recovery  from  current  DoD  employees . 

Recovery  from  former  DoD  employees  . 

Retired  or  separated  employees . 

Voluntary  repayment . 

Written  notification  . 

Overseas  employees  . 

Overtime . 

Authorization . 

Callback . 

Compensatory  time  . 

Excluded  employees  . 

FLSA  . 

Irregularly  scheduled . 

Methods  of  approval  . 

Regularly  scheduled . 

Panania  employees  . 

Part-time  employees  . 

Deductions . 

Leave  . 

Night  differential . 

Pay  . 

Pay  changes  . 

Pay  limitations  (see  also  Ceilings  on  compensation) 
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Pay  records . 

Controls . 

Master . 

Substantiating  document  file  . 

Use  of  SSN . 

Paychecks  . 

Payday  . 

Payroll  computation  . 

Payroll  disestablishment  procedures  . 

Payroll  mass  transfer  (see  also  Mass  transfer)  , . 

Penalties . 

Piecework  employees  . 

PMRS  employees . 

Premium  pay  . 

AUO  . 

Compensatory  time  . 

Hazardous  duty/environmental . 

Holiday . 

Night  and  shift  differential . 

Overtime  . 

Standby . 

Sunday  . 

Privacy  Act  requirements  . 

Records  and  files . 

Recruitment  and  relocation  bonus . 

Reemployed  annuitants . 

Lump-sum  leave  . 

Processing  . 

Reinstated  leave  . 

Reports  . 

Annual . 

As-required  . 

Biweekly  . 

General  . 

Monthly . 

Quarterly . 

Semiannual  . 

Restored  leave . . . 

Retirement . 

Adjustments . 

Communication  with  OPM  . 

CSRS  and  FERS . 

Disposition  of  SF  2806/3100  . 

Military  deposit . 

National  Guard  Technicians . 

Nonappropriated  fund  employees  . 

Offsetting  for  indebtedness  . 

Preparation  &  maintenance  of  SF  2806/3100 

RITS . 

Transmittal  SF  2807/3103  . 

USUHS  . 

Savings  bonds . 
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Seasonal  employees . .  .  201 

Semiannual  headcount  report  . 265 

SES  employees  . 49 

Rate  of  pay  . 49 

Severance  pay . .  66,  235 

Shift  differential  (see  also  Night  &  shift  differential)  . 53 

Shore  leave . 161 

Sick  leave  . 152 

Advancement .  153 

Limitations  and  variances  . 153 

Special  payments . 217 

Computing  special  payments . 218 

Taxation . 219 

used  for  identification  . 8 

Standby  pay  . 55 

State  taxes . 103 

Accounting  for  withheld  taxes . 106 

Error  corrections  . 106 

Exemption . 106 

Puerto  Rico  taxes . 107 

Voluntary  deductions . 104 

Wages  subject  to  withholding  . 105 

Withholding . 103 

Sunday  premium  pay  . 54 

Suspension  . 165 

Tax  levy  . 135 

Notice  to  employees . 136 

Ovordcduction . 137 

Release  of  levy . 137 

Wages  subject  to  levy . 135 

Temporary  promotioas  . 64 

Time  and  attendance . 35 

Adjustments  and  corrcctioas  . 43 

Audits  . 36 

Certification . 41 

COP . 39 

Daylight  savings  time  . 41 

Labor  distribution  . 44 

Leave  approval  . 39 

Overtime /compensatory  time  authorization . 39 

Record  retention  . 44 

Recording  . 40 

Reporting . 43 

Requirements . .• . 36 

Responsibilities  . 35 

TDY . 40 

Work  schedules  . 37 

Time  off  for  religious  reasons  .  53,  155 

TSP  . 132 

Accounting  procedures  . 133 

Correction  procedures  . 134 

Enrollment .  133 
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Participation  rules  . 132 

TSPloan . 134 

Processing  and  procedures . 134 

Types  of  loans  . 134 

Underpayments . 217 

Corrections  . 244 

Special  payments . 217 

Unemployment  compeasation . 171 

Backpay  notification . 173 

Base  period  wages . 171 

LWOP  . ' . 172 

Obtaining  data  from  NPRC  . 173 

Reporting  LSL  and  severance  pay  . 172 

Wage  and  separation  information  . 261 

Unemployment  insurance  for  Canadians . 173 

E)oD  participation  . 174 

Uniform  allowance  . 81 

Union  dues . 126 

W-2  processing  . 266 

Waivers . 226 

Witness  fees  . 159 

Work  schedules . 37 

AWS  . 37. 

Basic  requirement  . 37 

Compressed . 38 

Flexible  . 37 
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